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Chapter 1. Working in Access 


In this lesson, you learn how to start Microsoft Access and become familiar with the 
Access application window. You will also learn what a database is and how to plan one. 


Starting Access 


Microsoft Access 2003 is a powerful, relational database application that allows you to 
create simple and complex databases. We will discuss what a database is and what Access 
database objects are in a moment, but first let us take a look at the Access application 
window. You can start Access in several ways, depending on how you've installed it. One 
way is to use the Start menu button. Follow these steps: 


1. Click the Start button. A menu appears. 

2. Point to All Programs. A menu of software applications installed on your 
computer appears. Select the Microsoft Office icon. 

3. On the submenu that appears, click Microsoft Office Access 2003; Access starts. 


You can also start Access using either of the following: 


e Create a shortcut icon for Access that sits on your desktop; you can then start 
Access by double-clicking the icon. To create the shortcut icon, right-click on the 
Access icon on the Start menu and then click Create Shortcut on the shortcut 
menu that appears. A second Access icon appears on the Start menu. Drag it from 
the Start menu to the desktop. 

e When you're browsing files in Windows Explorer, you can double-click any 
Access data file to start Access and open that data file. 


Parts of the Access Window 


Access is much like any other Office application: It contains menus, toolbars, a status bar, 
the Ask a Question box, and so on. Figure 1.1 provides a look at these different areas of 
the Access window. This view assumes that you have either created a new database or 
opened an existing database in the Access workspace. Creating a new database and 
opening an existing database are discussed in Lesson 2, "Creating a New Database." 


Figure 1.1. Access provides the typical tools provided by the members of the Microsoft 
Office suite of applications. 
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Notice that in Figure 1.1 the Database window provides a list of icons on the left side for 
items such as Tables, Queries, Forms, and so on. It is these different items, called Access 
objects that will make up your database. We will describe how each of these objects fits 
into the overall database later in the lesson. 


[Access Object Access objects are the different items that make up a 


TERM database such as tables, forms, queries, and reports. 


You probably have noticed that most of the buttons on the toolbar are unavailable if you 
have opened Access and have not created or opened a database. That's because you 
haven't created any database objects, such as tables or forms, for the new database. The 
toolbar currently displayed in the Access window is the Database toolbar. Access differs 
from the other Office applications in that it has a different toolbar for each database 


object. In some cases, multiple toolbars exist for an object, depending on whether you are 
entering data into the object or changing the design parameters of the object. 


For example, Access tables have two toolbars. The Table Datasheet toolbar provides you 
with tools that help you enter and manipulate the data in the table when you work with it 
in the Datasheet view. If you switch to the Design view of the table, a Table Design 
toolbar helps you manipulate the design settings for the table. 


Because you will be working with each Access object type, you will also become familiar 
with each object toolbar. As you work with the various buttons on the toolbars, remember 
that you can place the mouse pointer on any toolbar button to see a ToolTip. The ToolTip 
shows the name of the button, which usually indicates what the particular tool is used for. 


One other thing that should be mentioned related to the Access window is that only one 
database at a time can be open in the Access window. It doesn't enable you to work on 
multiple databases at the same time, as you could work with multiple documents in Word, 
or multiple workbooks in Excel. 


Exiting Access 


Even though you have only barely gotten your feet wet with Access, take a look at how 
you exit the application. You can exit Access in several ways: 


e Select File, and then select Exit. 
e Click the Access window's Close (x) button on the upper right of the Access 


window. 
e Press Alt+F4. 


Now that you are familiar with the Access window, it is important for you to understand 
what makes up an Access database and how information or data is actually arranged and 
viewed in a database. We will begin the discussion by defining what a database is and 
how different objects in Access make up a database. 


Understanding Access Databases and Objects 


Strictly speaking, a database is any collection of information. Your local telephone book, 
for example, is a database, as is your Contacts folder in Outlook. Microsoft Access makes 
creating databases very straightforward and relatively simple. The electronic container 
that Access provides for holding your data is called a table (see Figure 1.2). 


Figure 1.2. A table serves as the container for your database information. 
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A table consists of rows and columns. Access stores each database entry (for example, 
each employee or each inventory item) in its own row; this is a record. Each record 
contains specific information related to one person, place, or thing. 


Table A container for your database information consisting of columns 


TERM 
and rows. 


Each record is broken up into discrete pieces of information, called fields. Each field 
consists of a separate column in the table. Each field contains a different piece of 
information and all the fields in one row make up a particular record. For example, Last 
Name is a field. All the last names in the entire table (all in the same column) are the data 
that is held in the Last Name field of each record. 


Record A row in a table that contains information about a particular 


TERM : 
person, place, or thing. 


Field A discrete piece of information that is part of a record. Each 


TERM column in the Access table is a different field. 


Access is a special kind of database called a relational database. A relational database 
divides information into discrete subsets. Each subset groups information by a particular 
theme, such as customer information, sales orders, or product information. In Access, 
these subsets of data reside in individual tables like the one described previously. 


Access enables you to build relationships between tables. These relationships are based 
on a field that is common to two tables. Each table must have a field called the primary 
key (you learn how to specify a field as the primary key in Lessons 3 and 4). The primary 
key must uniquely identify each record in the table. So, the primary key field is typically 
a field that assigns a unique number (no duplicates within that table) to each record. 


For example, a Customers table might contain a Customer Identification field (shown as 
Customer ID in Figure 1.3) that identifies each customer by a unique number (such as 
your Social Security number). You might also have a table that holds all your customer 
orders. To link the Orders table to the Customers table, you include the Customer 
Identification field in the Order table. This identifies each order by customer and links the 
Order table data to the Customers table data. 


Figure 1.3. A relational database contains related tables. 
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Relational Database A collection of individual tables holding discrete 


TERM subsets of information that are linked by common data fields. 


You will find that even a simple database consists of several tables that are related. Figure 
1.3 shows a database and the different table relationships. Lesson 9, "Creating 
Relationships Between Tables," provides information on creating table relationships. 


The table is just one type of object found in Access. There are several more with which 
you can work, including forms, queries, and reports. 


e A form is used to enter, edit, and view data in a table, one record at a time. 

e A query enables you to ask your database questions. The answer to the query can 
be used to manipulate data in a table, such as deleting records or viewing the data 
in a table that meets only certain criteria. 

e A report enables you to summarize database information in a format that is 
suitable for printing. 


In essence, each of these different database objects gives you a different way of viewing 
and manipulating the data found in your tables. Each of these objects (including the table) 
should also be considered as you plan a new database. 


Planning a Database 


When you do create a new database, you want to make sure that the database is designed 
not only to meet your data entry needs, but also to meet your needs for viewing and 
reporting the data that is held in the various tables that make up the database. Taking a 
little time to plan your database before you create it can save you from headaches down 
the road. The sections that follow provide some tips on planning a database. 


Determining Your Tables 


Technically, you need only one table to make a database. However, because Access is a 
relational database program, it's meant to handle many tables and create relationships 
among them. For example, in a database that keeps track of customer orders, you might 
have the following tables: 


e Customers 

e Orders 

e Products 

e Salespeople 

e Shipping Methods 


Using many tables that hold subsets of the database information can help you avoid 
making redundant data entries. For example, suppose you want to keep contact 
information on your customers along with a record of each transaction they make. If you 
kept it all in one table, you would have to repeat the customer's full name, address, and 


phone number each time you entered a new transaction. It would also be a nightmare if 
the customer's address changed; you would have to change the address in every 
transaction record for that customer. 


A better way is to assign each customer an ID number. Include that ID number in a table 
that contains names and addresses, and then use the same ID number as a link to a 
separate transactions table. Basically, then, each table in your database should have a 
particular theme—for example, Employee Contact Information or Customer 
Transactions. Don't try to have more than one theme per table. 


A table design requirement is to be sure that every table you create uses the first field (the 
first column of the table) as a way to uniquely identify each record in the table. This field 
can then serve as the table's primary key. For example, customers can be assigned a 
customer number, or sales transactions can be assigned a transaction number. The 
primary key is the only way that you can then link the table to another table in the 
database. 


It's a good idea to do some work on paper and jot down a list of tables that will be 
contained in the database and the fields that they will contain. Restructuring tables 
because of poor planning isn't impossible, but it isn't much fun, either. Tables are 
discussed in more detail in Lessons 3, 4, and 5. 


Determining Your Forms 

As already mentioned, forms are used for data entry. They allow you to enter data one 
record at a time (see Figure 1.4). Complex forms can also be constructed that actually 
allow you to enter data into more than one table at a time (this is because fields can be 


pulled from several tables in the same database into one form). 


Figure 1.4. A form allows you to enter data one record at a time. 
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Planning the forms that you use for data entry is not as crucial as planning the tables that 
make up the database. Forms should be designed to make data entry easier. They are great 
in that they allow you to concentrate on the entry or editing of data one record at a time. 
You might want to have a form for each table in the database, or you might want to create 
composite forms that allow you to enter data into the form that is actually deposited into 
more than one table. 


The great thing about forms is that they don't have to contain all the fields that are in a 
particular table. For example, if you have someone else enter the data that you keep in an 
employee database, but you don't want that data entry person to see the employee 
salaries, you can design a form that does not contain the salary field. Forms are discussed 
in more detail in Lessons 10, 11, and 12. 


Determining Your Queries 


Queries enable you to manipulate the data in your database tables. For example, a query 
can contain criteria that allow you to delete old customer records, or it can provide you 
with a list of employees who have worked at the company for more than 10 years. 


Deciding the queries that you will use before all the data is entered can be difficult. 
However, if you are running a store—a cheese shop, for example—and know that it is 
important for you to keep close tabs on your cheese inventory, you will probably want to 
build some queries to track sales and inventory. 


Queries are an excellent way for you to determine the status of your particular endeavor. 
For example, you could create a query to give you total sales for a particular month. 
Queries are, in effect, questions. Use queries to get the answers that you need from your 
database information. For more about Access queries, see Lessons 15 and 16. 


Determining Your Reports 


A report is used to publish the data in the database. It places the data on the page (or 
pages) in a highly readable format. Reports are meant to be printed (unlike tables and 
forms, which are usually used onscreen). For example, if you were running a club, you 
might want a report of all people who haven't paid their membership dues or who owe 
more than $1,000 on their account. 


A report is usually for the benefit of other people who aren't sitting with you at your 
computer. For example, you might print a report to hand out to your board of directors to 
encourage them to keep you on as CEO. A report can pull data from many tables at once, 
perform calculations on the data (such as summing or averaging), and present you with 
neatly formatted results. Figure 1.5 shows a database report. 


Figure 1.5. Reports allow you to organize and summarize database information. 
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You can create new reports at any time; you don't have to plan them before you create 
your database. However, if you know you will want a certain report, you might design 
your tables in the format that will be most effective for that report's use. For more 
information on creating Access reports, see Lessons 17 and 18. 


Designing good databases is an acquired skill. The more databases that you work with, 
the better each will be. Now that you've gotten your feet wet with database planning, take 
a look at how to start Access. 


Chapter 2. Creating a New Database 


In this lesson, you learn how to create a blank database and how to create a new database 
using a database template and the Database Wizard. You also learn how to close your 
database, open it, and how to find a misplaced database file. 


Choosing How to Create Your Database 


Before you can create your database tables and actually enter data, you must create a 
database file. The database is really just a container file that holds all the database 
objects, such as the tables, forms, and reports that I introduced in Lesson 1. You have 
three options for creating a new database: You can create a blank database from scratch, 
create a new database based on a database template, or you can create a new database 
based on the structure of an existing database file. This option actually creates a copy of 
the existing database file including the database's structure and the objects contained in 
the database (minus the data it contains). The third alternative would be great in situations 
where you want to share the structure for a database with a colleague and also show them 
how your data is organized in the database. 


Creating a new database based on a template (a template other than the Blank Database 
template) means that you take advantage of a Database Wizard, which not only creates 
your new database file but also helps you quickly create tables, forms, and other objects 
for the database. 


Whether you create your new database from scratch or use one of the database templates 
depends on how closely one of the Access templates meets your database needs. If one of 
the templates provides you with the type of tables and other objects necessary for your 
database, it makes sense to use a template. For example, if you want to create a database 
that helps you manage your company's inventory, you can take advantage of the 
Inventory Control template that Access provides. This template provides you with the 
basic tables and other objects to start the process of getting a handle on your inventory 
database. 


In some cases, the templates might not meet your needs. For example, if you want to 
create a complex database that allows you to track sales, customers, and employee 
performance, it might be easier to create a blank database and then create each table for 
the database as needed. Let's start the overview of database creation with creating a blank 
database. 


Selecting a Database File Type 


One thing to discuss before you look at creating a new database is the database file 
format. By default, new databases created in Access are created in the Access 2000 file 
format. This makes your database files compatible with earlier versions of Access, such 
as Access 2000 and Access 97. 


Saving the database in the Access 2000 file format does not prevent you from using any 
of the tools or features available in Access 2003. If you use your database files only in 
Access 2002 or 2003, you can set the default file format for new databases to Access 
2002-2003. You must have a database (blank or otherwise) open to access the Options 
dialog box. Select the Tools menu, and then select Options. The Options dialog box 
opens. 


Select the Advanced tab on the Options dialog box. Click the Default File Format drop- 
down box and select Access 2002-2003. Now let's take a look at creating new databases. 


Creating a Blank Database 


Creating a blank database is very straightforward. As mentioned previously, you are just 
creating the container file that holds all the objects that actually make up the database. To 
create a blank database, follow these steps: 


1. hin the Access window select the New button on the Database toolbar or select 
File, then New. The New File Task Pane will appear. 

2. Select Blank Database in the task pane. The File New Database dialog box 
appears (see Figure 2.1). 


Figure 2.1. Provide a location and a name for the new database file. 
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3. Use the Save In drop-down box to locate the folder in which you want to save the 
new database. Type a name for the new file into the File Name text box. 

4. When you are ready to create the database file, click Create. The new database 
window appears in the Access workspace (see Figure 2.2). 


Figure 2.2. A new database window opens in Access. 
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The database window provides you with a set of icons that enable you to select a 
particular object type. For example, the Tables icon is selected by default after you create 
the new database (which makes sense, because you need to create at least one table 
before you can create any of the other object types, such as a form or a report). 


Shortcuts for different methods of creating tables are provided at the top of the Object 
pane. After you create a new table for the database, it is listed in this pane. In Lesson 3, 
"Creating a Table with the Table Wizard," and Lesson 4, "Creating a Table from Scratch," 
you will take a look at creating tables. 


The database window enables you to view the different objects that you've created for a 
particular database (or those that were created when you used the Database Wizard). 
When you want to switch the database window's focus to a different Access object, all 
you have to do is click the appropriate icon in the Objects list. 


Creating a Database from a Template 


Another option for creating a new database is using one of the Access database templates. 
Templates are available for asset tracking, contact management, inventory control, and 
other database types. Another perk of using an Access template to create a new database 
is that a Database Wizard creates tables and other objects, such as forms and reports, for 
the new database. The wizard also sets up the relationships between the various tables 
(making your database relational). 


Your interaction with the Database Wizard is somewhat limited; the wizard allows you to 
select the fields that will be used in the tables that it creates for the database. However, 
you don't have a say about which tables are initially created (tables can always be deleted 
later if you don't need them). You are, however, given the opportunity to select the format 
for screen displays (for forms and reports) and select the format for printed reports. 


To create a database from a template, follow these steps: 


1. 


2. 


In the Access window, open the New File task pane: Select File, New. In the 
Templates area of the New File task pane, click the On My Computer link. 

The Templates dialog box appears. If necessary, click the Databases tab on the 
dialog box to view the database templates (see Figure 2.3). 


Figure 2.3. Access provides several database templates. 
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3. Click the database template you want to use (for example, the Contact 


Management template) and then click OK. The File New Database dialog box 
appears (refer to Figure 2.1). 

Specify a location for the database using the Save In drop-down list, type a name 
for the database, and then click Create to continue. A new database file is created, 
and then the Database Wizard associated with the template starts. For example, if 
you chose the Contact Management template, the wizard appears and explains the 
type of information that the database holds. 

To move past the wizard's opening screen, click Next. On the next screen, a list of 
the tables that will be created appears (see Figure 2.4). The tables in the database 
are listed on the left of the screen and the selected table's fields appear on the 
right. 


Figure 2.4. You can examine and deselect (or select) the fields that will be contained in 
each table. 
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6. Select a table to examine its fields. If you do not want to include a field in the 
table, clear the check box next to the field name. Optional fields are also listed for 
each field and are shown in italics. To include an optional field, click it to place a 
check mark next to it. When you have finished viewing the tables and their fields, 
click Next to continue. 

7. The next screen asks you to select the screen display style you want to use. This 
affects how forms appear on the screen. Click a display style in the list to preview 
the style; after selecting the style you want to use, click Next. 

8. On the next screen, the wizard asks you to choose a visual style for your printed 
reports. Click a report style and examine the preview of it. When you decide on a 
style, click it, and then click Next. 

9. On the next wizard screen, you are asked to provide a title for the database. This 
title appears on reports and can be different from the filename. Enter a title as 
shown in Figure 2.5. 


Figure 2.5. Enter a title for the database, and as an option, choose a graphic to use for 
a logo. 
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10. (Optional) To include a picture on your forms and reports (for example, your 
company's logo), click the Yes, I'd Like to Include a Picture check box. Then click 
the Picture button, choose a picture file from your hard drive (or other source), 
and click OK to return to the wizard. 

11. Click Next to continue. You are taken to the last wizard screen. On this screen 
there is a checkbox that says "Yes, start the database." Make sure that this is 
selected so that the database will open when you complete the process. Click 
Finish to open the new database. The wizard goes to work creating your database 
and its database objects. 


When the wizard has finished creating the database, the database's Main Switchboard 
window appears (see Figure 2.6). The Main Switchboard opens automatically whenever 
you open the database. 


Figure 2.6. The Switchboard window is a database navigation tool provided by the 
Database Wizard. 
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All the databases created using one of the Access templates (other than the Blank 
Database template) include a Main Switchboard. The Switchboard is actually a form with 
some programming built into it. It enables you to perform common tasks related to 
database management by clicking a button. It is very useful when a person is unfamiliar 
with how to manipulate the various objects in a database. 


For example, to enter or view contacts in the database shown in Figure 2.6, you would 
click Enter/View Contacts. This action opens a form (which is used to view and edit data 
into a database table) that allows you to view and enter contact information. If you click 
the Preview Reports button, a second Switchboard opens and you are provided with a list 
of ready-made reports that are available for you to view. Again, these reports were 
created by virtue of the fact that you used a template to create your new database. 


Using the Main Switchboard for a database is a quick and straightforward way of quickly 
getting data into a database and taking advantage of a number of ready-made objects that 
were created for you. You will find, however, that as you become more familiar with 
Access, you will probably want to work with your database objects directly (such as 
tables, forms, and reports) and will no longer use the Main Switchboard. To close the 
Switchboard, click its Close (x) button. 


After you close the Switchboard window, you will find that the database window has 
been minimized in the Access workspace. Just double-click its title bar (at the bottom-left 
corner of the screen) to open it. To see the tables that the wizard created, click the Tables 
object type. Click the other object types (such as forms) to see the other objects that were 
created by the wizard. 


The tables that the wizard creates are, of course, empty. After you fill them with data 
(either inputting the data directly into the table or using a form), you will be able to run 
queries and create reports. 


Opening a Database 


You have already taken a look at how to close a database; next, you walk through the 
process of opening a database file. The next time you start Access or after you finish 
working with another database, you need to know how to open your other database files. 


One of the easiest ways to open a database you've recently used is to select it from the 
File menu. Follow these steps: 


1. Open the File menu. You'll see up to four databases that you've recently used 
listed at the bottom of the menu. 
2. Ifthe database you need is listed there, click it. 


A list of recently used databases also appears on the tip of the Access task pane. You can 
open any of the files by clicking the filename (to open the task pane, select View, 
Toolbars, Task Pane). 


If a file you want to open is not listed either on the File menu or the task pane, you can 
open it using the Open command. Follow these steps: 


1. Elser File, Open, or click the toolbar's Open button. The Open dialog box 
appears. 

2. Ifthe file isn't in the currently displayed folder, use the Look In drop-down list to 
access the correct drive, and then double-click folders displayed in the dialog box 
to locate the file. 

3. When you have located the database file, double-click the file to open it. 


Closing a Database 


When you finish working with a database, you might want to close it so that you can 
concentrate on creating a new database (as you do in the next section). However, because 
Access allows you to have only one database open at a time, as soon as you begin 
creating a new database the currently open database closes. Opening an existing database 
also closes the current database (which is something you do later in this lesson). 


If you want to close a database, there are a couple of possibilities: you can click the Close 
(x) button on the database window, or you can select File, Close. In either case, the 
database window closes, clearing the Access workspace. 


Chapter 3. Creating a Table with the Table Wizard 


In this lesson, you learn how to create a table by using the Table Wizard. 
Tables Are Essential 


As discussed in Lesson 1, your tables really provide the essential framework for your 
database. Tables not only hold the data that you enter into the database, but they are 
designed so that relationships can be established between the various tables in the 
database. Tables can be created from scratch, as discussed in the next lesson, or they can 
be created using the Table Wizard. 


Working with the Table Wizard 


The Table Wizard can save you a lot of time by supplying you with all the needed fields 
and field formats for entering your database information. Access provides a large number 
of different kinds of tables that you can create with the wizard. The wizard is also fairly 
flexible, allowing you to select the fields the table will contain and the way in which they 
will be arranged. You can also change the name of a field during the process. If the 
wizard doesn't provide a particular field, you can always add it to the table later, as 
discussed in Lesson 5, "Editing a Table's Structure." 


To create a table using the Table Wizard, make sure you've opened a database as 
described in Lesson 2 and then follow these steps: 


1. In the database window, click the Tables object icon, and then double-click the 
Create Table by Using Wizard icon. The Table Wizard opens. 

2. On the first Table Wizard screen, you can select from two categories of table 
types: Business or Personal. Your choice determines the list of sample tables that 
appears (see Figure 3.1). 


Figure 3.1. Select either the Business or Personal category to view a list of tables. 
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3. Select a table in the Sample Tables list; its fields appear in the Sample Fields list. 


4. To include a field from the Sample Fields list in the table, select the field and 
click the Add (>) button to move it to the Fields in My New Table list. You can 
include all the fields in the Sample Fields list by clicking the Add All (>>) button. 

5. If you want to rename a field that you have added, click the Rename Field button, 


type a new name into the Rename Field box, and then click OK. 


6. Repeat steps 3 and 4 as needed to select more fields for the table. You can select 
fields from more than one of the sample tables for the table that you are creating 
(remember that you want fields in the table related only to a particular theme, 
such as customer information). When you're finished adding fields, click Next to 


continue. 


7. The next screen asks you to provide a name for the table (see Figure 3.2). Type a 


more descriptive name if necessary to replace the default name. 


Figure 3.2. Provide a name for the table and allow the wizard to select a primary key 
for the table. 
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Microsoft Access uses a special kind of field, called a primary key, 
to uniquely identify each record in a table, In the same way a 
license plate number identifies a car, a primary key identifies a 
record, 


Do you want the wizard to set a primary key For you? 


@ Yes, set a primary key for me. 


C No, I'll set the primary key. 


Cancel | < Back | Next > | Finish | 


8. This dialog box also asks whether you want the wizard to create a primary key for 
the table or allow you to select the primary key yourself. For example, 
CustomerID is an excellent primary key because each customer is assigned a 
different ID number. In this case, click Yes, Set a Primary Key for Me to have the 
wizard choose your primary key field. You can learn to set your own primary keys 
in Lesson 4, "Creating a Table from Scratch." 

Primary Key The field that uniquely identifies each record in the table. 

Every table must have a primary key. This is usually an ID number 

TERM |because most other fields could conceivably hold the same data for 

more than one record (for example, you might have several people with 

the last name of Smith). 

9. Click Next to continue. Because you're allowing the wizard to select the primary 
key, you are taken to the last wizard screen. On the last wizard screen, you have 
the options of modifying the table's design, entering data directly into the new 
table, or having the wizard create a data entry form for you. To see the table the 
wizard created, go with the default: Enter Data Directly into the Table (see Figure 
3.3). 


Figure 3.3. After completing the table, you can have the wizard open it so that you can 
enter data. 


Table Wizard 


That's all the information the wizard needs to create your table, 


After the wizard creates the table, what do you want to do? 


© Modify the table design. 


@ Enter data directly into the table, 


© Enter data into the table using a form the wizard creates 
for me. 


[Display Help on working with the table. 


Cancel | < Back Next > 


10. Click Finish. 


The new table appears in the Access workspace (see Figure 3.4). From here you can enter 
data into the table, the specifics of which are discussed in Lesson 6, "Entering Data into a 
Table." When you close the table, it appears in the Object pane of the database window 
(you must also select the Tables object icon). 


Figure 3.4. Your new table appears in the Access workspace when you close the Table 
Wizard. 
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Chapter 4. Creating a Table from Scratch 
In this lesson, you learn how to create a table in Table Design view. 
Creating Tables Without the Wizard 


Although the Table Wizard provides an easy method for quickly creating tables, it does 
not provide you with complete control over all the aspects of creating the table's 
structure. It does allow you to select the fields used in the table from a set list, but it 
restricts you to only those predefined fields (there are also several types of fields, each 
used for a different data type). 


When you work with tables you work in two different views: the Datasheet view and the 
Design view. The Datasheet view is used to enter, view and edit data. The Design view is 
available to create and edit a table's structure. Creating tables from scratch in the Design 
view allows you to build the table from the bottom up and gives you complete control 
over all aspects of the table's design. 


Design View This view allows you to enter field names, select the data 
type that a field will hold, and customize each field's properties. A 
Design view is available for all the Access objects, including tables, 
forms, queries, and reports. 


TERM 


The Design view isn't the only way to create a table from scratch in Access. You can also 
create a table in the Datasheet view by labeling your field columns directly on the table's 
datasheet; this method is similar to creating a worksheet in Excel. We will take a look at 
both methods for creating a new table. 


Datasheet View This view places each record in a separate row and 
each field in a separate column (column headings are provided by the 
TERM |field names). This view is used to enter data directly into the table. You 
will use the Datasheet view whenever you want to view the records in 
the table or add or edit records. 


Creating a Table in Table Design View 


When you create a table in the Design view, you are creating the structure for the table; 
you create a list of the fields that will be in the table. You also select the data type for 
each field. (Fields can hold text, numbers, even graphics—you learn the types of fields 
that can be created later in this lesson.) You also have the option of entering a description 
for each field. Field descriptions are useful in that they provide a quick summary of the 
type of data that goes into the field. 


Another issue that relates to creating a table in the Design view (or editing a table's 
structure in the Design view) is that any changes you make must be saved before closing 
the table. If you have worked in other applications, such as Word or Excel, you might 
think that saving your work is just common sense. However, when you actually start 
working on entering data into a table or a form, Access automatically saves your records 
as you enter them. Therefore, in Access, you need to remember to save only the changes 
that you make to the structure of a table, form, query, or report. You learn more about this 
in Lesson 5, "Editing a Table's Structure." 


To create a table in Table Design view, follow these steps: 
1. In the database window (of any database) click the Tables icon if necessary, and 
then double-click Create Table in Design View. The Table Design view opens (see 


Figure 4.1). 


Figure 4.1. The Table Design view allows you to create the structure for your table. 
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2. Be sure that the insertion point is in the first row of the Field Name column. Type 
the field name for the first field in your table. Then, press Tab or Enter to move to 
the Data Type column. 

3. When you move to the Data Type column, an arrow appears for a drop-down list. 
The default data type setting is Text; several other data types are available, such as 
AutoNumber, which automatically numbers each of your records (incrementally). 
This field type is excellent for customer number fields or employee ID fields. 
Click the Data Type drop-down list and select a field type that suits your needs. 
The different data types are discussed later in this lesson, in the section 
"Understanding Data Types and Formats." 

4. After selecting the data type, press Enter to move to the Description column; type 
a description for the field. (This is optional—the table will work fine without it— 
however, describing the fields reminds any user of the database what type of 
information should go into that particular field.) 

5. Enter other fields and their field types (descriptions are optional) as needed. 
Figure 4.2 shows the structure for a table that will be used to enter product 
information. 


Figure 4.2. A table's structure consists of several fields; fields may differ by field type. 
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Setting the Primary Key 


An important aspect of table structure design is that each table must have a field that is 
used to uniquely identify the records in the table. This field is called the primary key. 
Setting an appropriate key is trickier than it seems because no two records can have the 
same key value. In a table of customers, for example, you might think the Last Name 


field would be a good key, but this theory falls flat as soon as you have more than one 
customer with the same last name. A more appropriate primary key for your customers is 
a Social Security number (although people don't like to give these out) because it 
uniquely identifies each customer. 


A good general rule is to create an identification field, such as a customer number, that 
allows you to assign a sequential number to each customer as you add them to your 
database table. Access can even help you out with the assigning of numbers to the 
customers because you can make the field type for the Customer Number field 
AutoNumber. An AutoNumber field type assigns a number to each record starting with 
the number 1. 


To set a primary key, follow these steps: 


1. In Table Design view, select the field that you want for the primary key. 


2; [2 Isetect Edit, Primary Key, or click the Primary Key button on the toolbar. A 
key symbol appears to the left of the field name, as shown in Figure 4.3. 


Figure 4.3. The primary key field is marked by a key symbol. 
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3. lll) s fter you select the primary key and have finished entering your table fields, 
you should save the table. Click the Save button on the Table Design toolbar to 
open the Save As dialog box. 

4. Enter a name for the table, and then click OK. 


5. EENS saving the table, you can either switch to the Datasheet view (to enter 


data) by clicking the View button on the toolbar, or you can choose to close the 
table by clicking the table's Close (x) button. 


Understanding Data Types and Formats 


To assign appropriate data types to the fields you create in a table, it is necessary for you 
to know what differentiates the different data types available for use with your table 
fields. When you create a field, you want to assign it a data type so that Access knows 
how to handle its contents. The following are the different data types you can choose: 


Text— Text and numbers up to 255 characters (numbers that are not going to be 
used in calculations). 

Memo— Lengthy text. 

Number— Numbers used in mathematical calculations. 

Date/Time— Date and time values. 

Currency— Numbers formatted for currency. 

AutoNumber— Sequentially numbers each new record. Only one AutoNumber 
field can be placed in a table. This field type is typically used for the primary key 
field. 

Yes/No— Lets you set up fields with a true/false data type. 

OLE (Object Linking and Embedding)— A picture, spreadsheet, or other item 
from another software program. 

Hyperlink— A link to another file or a location on a Web page. This field type 
lets you jump from the current field to information in another file. 

Lookup Wizard— This field type chooses its values from another table. 


In addition to a field type, each field has other formatting options you can set. They 
appear in the bottom half of the dialog box, in the Field Properties area. The formatting 
options change depending on the field type; there are too many to list here, but Table 4.1 
shows some of the most important ones you'll encounter. 


Table 4.1. Formatting Options for Data Types 


Formatting Option Description 


Field Size The maximum number of characters a user can input in that field 
(applies only to text fields). 


Format A drop-down list of the available formats for that field type. You 
can also create custom formats. 


Decimal Places For number fields, you can set the default number of decimal 
places that a number shows. 


Default Value If a field is usually going to contain a certain value (for example, 
a certain ZIP code for almost everyone), you can set that as the 
Default Value option. It always appears in a new record, but you 
can type over it in the rare instances when it doesn't apply. 


Required Choose Yes if a particular field is required to be filled in each 
record. 


The best general rule for setting the data type for the field is to take a moment to consider 
what kind of data will go into that field. For example, if you are working with the 
monetary value of a product, you will probably want to use currency. 


The different formatting options provided for a field in the Field Properties box are often 
used to help make sure that data is entered correctly. For example, the Field Size option 
can be used to limit a Number data type field to only a single or double digit. In the case 
of the default value, you can actually save data entry time because you use this option 
when a particular field almost always has a certain value or text entry. 


Creating a Table in the Datasheet View 


After you feel comfortable creating new tables in the Design view, you might want to 
dive right in and create tables in the Datasheet view. Creating tables this way 
immediately creates a table with 20 field columns and 30 record rows. This method still 
requires, however, that you enter the Table Design view to specify the key field, the field 
data types, field descriptions, and any field property changes. 


Creating tables in the Datasheet view is really useful only if you feel the need to quickly 
enter some data into the table before setting up the table's properties. To create a table in 
the Datasheet view, follow these steps: 


1. In the database window (with the Table icon selected), double-click Create Table 
by Entering Data. A new table in Datasheet view appears in the Access workspace 
(see Figure 4.4). 


Figure 4.4. Tables can be created in the Datasheet view. 


2. To enter the field names, double-click any field column heading (Field1, Field2, 
and so on). Then, type in the field name. 
3. After you have placed the field names, you can begin entering data. 


Creating a table in the Datasheet view might be fine for quickly entering data, but you 
will still probably need to switch to the Table Design view at some point and set up the 
various field data types and properties. 


Mlyou can switch to the Design view from the Datasheet view by clicking the View icon 
on the Table Datasheet toolbar. Remember to save any changes to the table's design that 
you make in the Design view. 


Chapter 5. Editing a Table's Structure 


In this lesson, you learn how to change your table structure by adding and removing 
fields and using the Input Mask Wizard. 


Editing Fields and Their Properties 


After you've created a table with the Table Wizard or from scratch, you might find that 
you want to fine-tune the table's structure. This requires that you edit your fields and their 
properties. 


You can delete fields, add new fields, or change the order of fields in the table. You also 
can change a field's data type. Because the table's structure is discussed here and not the 
data, you need to work in the Table Design view. 


You can open an existing table in the Table Design view in several ways: 


e In the database window, click the Table object icon, select the table you want to 
work with in the right pane of the database window, and then click the Design 
button on the database window's toolbar. 

e Right-click the table in the database window and select Design View from the 
shortcut menu that appears. 


° he you are in the table's Datasheet view, click the View button on the Table 
Datasheet view toolbar. 


Changing Field Names and Data Types 
When you are in the Design view (see Figure 5.1), you can enhance or rework your 


table's structure. For example, you can change a field's name. Just double-click the field's 
current name and type in a new one. 


Figure 5.1. A table's existing structure can be edited in the Design view. 
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You can also change the data type for an existing field. Click the field's Data Type box 
and select a new data type from the drop-down list. Remember that when you change a 
field name or a field's data type, you must save the changes that you've made to the 
table's structure. 


Setting Field Properties 


Field properties can also be edited for each field using the various Properties boxes found 
in the Field Properties pane on the lower half of the table's window in Design view. 
Lesson 4, "Creating a Table from Scratch," provides a quick overview of some of the 
properties that are available. 


Another very useful field property, particularly for fields that use text entries (remember 
that text entries can include numbers) is an input mask. An input mask is used to format 
data as you enter it into a field. For example, you might want to enter a date in a 
particular format, such as the format xx/xx/xxxx. The input mask can be used so that 
when you enter the data into the date field, all you need to enter is the two-digit input for 
the month and day, and four digits for the year. Access automatically places the slashes in 
the field for you. 


Input Mask A field property that limits the number of characters that 


TERM can be entered in a field. 


Input masks are also very useful for entering ZIP codes. The input mask limits the 
number of characters that can be entered (such as those in a ZIP code), and if you use the 
5-4 ZIP code format, the input mask can place the dash into the ZIP code for you. 


To create an input mask for a field (such as a date field), follow these steps: 


l. 


2: 


3. 


Click in the Field Name box to select the field for which you want to create the 
input mask. 

In the Field Properties pane, click in the Input Mask box. The Input Mask Wizard 
button appears in the box. 

Click the Input Mask Wizard button to open the dialog box shown in Figure 5.2. 


Figure 5.2. The Input Mask Wizard helps you create an input mask for a field. 
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Input Mask Wizard 


Which input mask matches how you want data to look? 


To see how a selected mask works, use the Try It box. 
To change the Input Mask list, click the Edit List button. 


Input Mask: Data Look: 
‘Long Time 1:12:00 PM 
Short Date 9/27/1969 
Short Time 13:12 
Medium Time 01:12 PM 
Medium Date 27-Sep-69 


Try It: [C | 


Edit List | Cancel | Bac | Next > | Finish | 


The Input Mask Wizard offers a list of possible masks for the field based on the 
field's data type. For example, Figure 5.2 shows the Input Mask Wizard used for a 
field with the Date data type. Select one of the mask formats listed, and then click 
Next. 

The next wizard screen shows you the input mask you have chosen and gives you 
the opportunity to change the format. You can also test the input mask format by 
typing some data into the Try It box. Edit the input mask format if necessary and 
then click Next to continue. 

You are taken to the last wizard screen. Click Finish to create the input mask. The 
input mask appears in the Input Mask box in the Field Properties pane (see Figure 
5.3). 


Figure 5.3. The input mask appears in the Input Mask box. 
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7. Click the Save button to save changes that you have made to the table structure. 
Adding, Deleting, and Moving Fields 


You can also add additional fields to your table's structure. All you have to do is add a 
new row to the field list and then enter the new field name and data type. Follow these 
steps: 


1. Click the field selector (the gray square to the left of the field name) to select the 
field that will follow the new field that you create (in the field list). 

2. Select Insert, Row (or click the Insert Rows button on the toolbar). A blank row 
appears in the Field Name list. 

3. Enter a name, a data type, a description, and so on for the new field. 


You can also delete any unwanted fields. Click the record selector for the field and then 
press the Delete key on the keyboard. A message box appears that requires you to confirm 
the field's deletion. Click Yes to delete the field. 


You can also rearrange the fields in the table. Click the record selector for the field to 
select the field. Then, use the mouse to drag the field to a new position in the field list. 
Remember to save any changes that you have made to the table's structure. 


Deleting a Table 

It's easy to delete a table; simply follow these steps: 

In the database window, click the Tables object type. 

In the right pane of the database window, select the table you want to delete. 


Select Edit, Delete, or press the Delete key on your keyboard. 
A message appears asking whether you're sure you want to do this. Click Yes. 
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Chapter 6. Entering Data into a Table 
In this lesson, you learn how to add records to a table, print the table, and close it. 
Entering a Record 


After you've created the table and fine-tuned its structure, you are ready to enter data into 
the table. This means that you should have access to all the data that you need to enter. 
Then, all you have to do is open the table and input the data records. 


First, from the database window, double-click the table in which you want to enter the 
records. The table opens in the Datasheet view (see Figure 6.1). If this is the first time 
you have entered data into the table, only one empty record appears in the table. As you 
complete each record, a new blank record (a new row) appears. 


Figure 6.1. Enter data in the table's Datasheet view. 


To enter records into the table, follow these steps: 


1. Click in the first field of the first blank record (if necessary). If the first field is an 
identification field, such as Customer ID, and you selected the AutoNumber data 
type for the field, press Tab to advance to the next field (the AutoNumber field is 
automatically filled in for you). 

2. Type the value for that field. 


Press Tab to move to the next field and enter that field's data. 

4. Continue pressing Tab and entering data until you complete the last field in the 
record. When you press Tab in the last field, a new record (a new row) appears, 
and the insertion point moves to the first field in the new record. 

5. Continue entering field information in the records as required. 


(0S) 


You should be aware that, as you enter each field's data and move on to the next field, 
Access automatically saves your table data. This is very different from other Office 
applications, such as Word or Excel, where you must save your data after entering it. 


Moving Around in a Table 


So far, you've used the Tab key only to move from field to field in the table. You might 
have also used the mouse to move the insertion point from a field in one record to another 
field in that record, or to a field in a different record. Because you do your data entry 
from the keyboard, Access provides several keystrokes that can be used to navigate the 
various fields in the table. For example, you can back up one field in a record by pressing 
Shift+Tab. Table 6.1 summarizes the various keyboard shortcuts for moving around in a 
table. 


Table 6.1. Table Movement Keys 


To Move To Press 
Next field Tab 
Previous field Shift+Tab 
Last field in the record End 
First field in the record Home 


Same field in the next record 


Down-arrow key 


Same field in the previous record 


Up-arrow key 


Same field in the last record 


Ctrl+down-arrow key 


Same field in the first record 


Ctrl+up-arrow key 


Last field in the last record 


Ctrl+End 


First field in the first record 


Ctrl+Home 


Hiding a Field 


When you are entering data into the table, you might find that you have not actually 
collected the data that you need to enter into a particular field. This means that you must 
skip this field in all the records as you enter your data (until you come up with the data). 


You can hide a field or fields in the table datasheet. This doesn't delete the field column 
or disrupt any of the field properties that you set for that particular field. It just hides the 
field from your view as you enter your data. To hide a field, follow these steps: 


1. 


In the Datasheet view, select the field or fields that you want to hide (click a 
field's column heading, as shown in Figure 6.2). To select multiple contiguous 
fields, click the first field, and then hold down the Shift key and click the last 
field. 


Figure 6.2. You can select a column and then hide it. 
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Select Format and then Hide Columns, or right-click the column and select Hide 
Columns. The column or columns disappear. 

Enter your data records into your table; the hidden column is skipped as you move 
from column to column. 

When you have finished entering data into the other fields in the table, you can 
unhide the column. Select Format, Unhide Columns. The Unhide Columns dialog 
box appears (see Figure 6.3). Fields with a check mark next to them are unhidden; 
fields without a check mark are hidden. 


Figure 6.3. The Unhide Columns dialog box shows you which columns are currently 
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Click the check box of any hidden field to "unhide" the field. 
Click Close. The hidden column (or columns) reappears in the table. 


Freezing a Column 


Another useful manipulation of the field columns in an Access table that can make data 
entry easier is freezing a column. For example, if a table has a large number of fields, as 
you move to the right in the table during data entry, fields in the beginning of the table 
scroll off the screen. This can be very annoying if you lose your place, because you might 
not remember which customer you were entering data for. 


You can freeze columns so that they remain on the screen even when you scroll to the far 
right of a table record. Follow these steps: 


l. 


2. 
3. 


Click the column heading of the field column you want to freeze. This selects the 
entire column of data. 

Click the Format menu; then click Freeze Columns. 

The frozen field column moves over to the first field position in the table. Click 
anywhere in the table to deselect the field column. 


. When you move through the fields in a record toward the far right of the table, the 


frozen field column remains on the screen. This allows you to see important data 
such as the customer's name as you attempt to enter other data into a particular 
record. 


You can freeze multiple columns if you want, such as the Last Name field and the First 
Name field. When you want to unfreeze the column or columns in the table, select the 
Format menu, and then select Unfreeze All Columns. 


Using the Spelling Feature 


To ensure your data entry accuracy, you can quickly check the spelling of the data that 
you have input into your table. This should help you clear up any typos that you might 
have made while you were entering the table records. To check the spelling in a table, 
follow these steps: 


1. Flic the Spelling button on the Table Datasheet toolbar, or you can select 
Tools, Spelling to open the Spelling dialog box (see Figure 6.4). 


Figure 6.4. The Spelling feature enables you to quickly check for typos and 
misspellings in your Access table. 
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2. Words flagged as misspelled appear in the dialog box. A list of suggestions also 
appears from which you can choose a correct spelling. You can either correct the 
misspellings manually or click one of the suggestions. When you're ready, click 
Change to correct the spelling. The Speller then moves to the next misspelled 
word. 

3. If you want to add the flagged word to the dictionary, click the Add button. If a 
flagged word is correctly spelled, click the Ignore button to ignore the word and 
continue with the spell check. 

4. Ifthe field containing the flagged word is a field that typically holds proper names 
or other values that the Spelling feature will always flag as misspelled, click the 
Ignore "Field Name" button. 


Closing a Table 


After you have finished entering data into a particular table and checking the spelling, 
you should close that table. Because the table is just like any other window, click the 
table's Close (x) button to close the table. You are returned to the database window. 


Chapter 7. Editing Data in a Table 


In this lesson, you learn how to edit information in a field, select records, and insert and 
delete records. 


Changing a Field's Content 


After you enter the records in a table, you will probably find that you need to make some 
changes; sometimes data is entered incorrectly or the data for a particular record might 
actually change. Editing a field's content is easy. You can replace the old field content 
entirely or edit it. 


Replacing a Field's Content 


If the data in a field must be updated or has been entered incorrectly, the easiest way to 
replace this data is to enter the new data from scratch. To replace the old content in a 
field, follow these steps: 


1. You can use the Tab key to move to the field you want to edit (the contents of the 
field will be selected), or select the contents of a field with the mouse. To use your 
mouse, place the mouse pointer on the upper left or right edge of the field. The 
mouse pointer becomes a plus sign (+) as shown in Figure 7.1. Click the field to 
select its content. 


Figure 7.1. To select a field's entire content, make sure that the mouse pointer is a plus 
sign when you click. 
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2. Type the new data, which replaces the old data. 
3. You can then use the Tab key or the mouse to move to the next field you need to 
edit. 


Editing a Field's Content with a Mouse 


Replacing the entire contents of a field is kind of a heavy-handed way to edit a field if 
you need to correct the entry of only one or two characters. You can also fine-tune your 
entries by editing a portion of the data in the field. Follow these steps: 


1. Place the mouse pointer over the position in the field where you want to correct 
data. The mouse pointer should become an I-beam. 

2. Click once to place the insertion point at that position in the field (see Figure 7.2). 
Now you can edit the content of the field. 


Figure 7.2. Place the insertion point into a field to edit its content. 
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Insertion point 


3. Press Backspace to remove the character to the left of the insertion point or Delete 
to remove the character to the right of the insertion point. 

4. Enter new text into the field as needed. New entries in the field are inserted, 
meaning they displace the current entry but do not overwrite it. 


Moving Around a Field with the Keyboard 


Although the mouse provides a quick way to place the insertion point into a field, you 
might want to be able to navigate inside a field using the keyboard, especially when you 
are editing a fairly long field entry. Access provides several keyboard possibilities for 
moving inside a cell. Table 7.1 lists these keyboard-movement keys. 


Table 7.1. Moving Within a Field 


To Move Press 
One character to the right Right-arrow key 
One character to the left Left-arrow key 
One word to the right Ctrl+right-arrow key 
One word to the left Ctrl+left-arrow key 
To the end of the line End 
To the beginning of the line Home 
Moving and Copying Data 


As in any Office application, you can use the Cut, Copy, and Paste commands to copy 
and move data in your table fields. This is particularly useful if you want to quickly copy 
a ZIP code that is the same for more than one customer, or you want to cut data that you 
put in the wrong field, so that you can paste it into the appropriate field. To use copy, cut, 
and paste, follow these steps: 


1. Select the entire field or the portion of a field's content that you want to cut or 
copy. 

2. Select Edit, and then Cut (to move) or Copy (to copy). Or press Ctrl+X to cut or 

Ctrl+C to copy. 

Position the insertion point where you want to insert the cut or copied material. 

4. Select Edit, Paste, or press Ctrl+V to paste. 


(0S) 


Inserting and Deleting Fields 


You can also insert and delete fields in the Table Datasheet view. This allows you to 
quickly enter the data into a new field or delete an unneeded field. It is preferable, 
however, to insert new fields into the table in the Design view and then enter data. This is 
because you will eventually have to switch to Table Design view to specify the data type 
or other properties of the new field (Lesson 5, "Editing a Table's Structure," covered 
inserting and deleting fields in the Design view). 


To insert a field, follow these steps: 
1. Select the existing field column in which you want to insert the new field. The 
new field column is inserted to the left of the currently selected field column. 


2. Select Insert, Column. The new column appears in the table (see Figure 7.3). 


Figure 7.3. New field columns can be added to the table in the Datasheet view. 
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3. To name the new field, double-click the field heading (such as Field1) and type 
the new name for the field. 
4. Enter data into the new field as needed. 


Deleting a field or fields is also very straightforward. Remember, however, that deleting a 
field also deletes any data that you have entered into that field. Select the field that you 
want to delete and then select Edit, Delete Column. You are asked to verify the deletion 
of the field. If you're sure, click Yes. 


Inserting New Records 


As your customer base increases or other new data becomes available for your database, 
you will definitely be adding records to the various tables in the database. New records 
are inserted automatically. As soon as you begin to enter data into a record, a new blank 
record appears at the bottom of the table. 


This process is re-created every time you complete a record and then start a new record. 
Inserting information into the first field of the new record inserts another new record 
below the one you are working on. 


You can't insert new records between existing ones or at the top of the table. New records 
are always entered at the bottom of the table, below the last completed record. 


Deleting Records 
You will probably find that certain records in the table become outdated or no longer 


pertinent to the database (such as an employee who has left your company but still has a 
record in the Employee table). You can delete a record or several records at a time. 


To delete a record or records, follow these steps: 


1. To select the record that you want to delete, click the record selector button (the 
small gray box to the left of the record, as shown in Figure 7.4). If you want to 
select multiple records, click and drag the record selector buttons of the 
contiguous records. 


Figure 7.4. Select the record or records you want to delete. 
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2. To delete the record or records, perform any of the following: 


o [cick the Delete Record button on the toolbar. 
o Press the Delete key on the keyboard. 
o Select Edit, Delete Record. 
3. A dialog box appears, letting you know that you are deleting a record and will not 
be able to undo this action. To delete the record or records, click Yes. 


Chapter 8. Formatting Access Tables 


In this lesson, you learn how to improve the look of a table by adjusting the row and 
column sizes, changing the font, and choosing text alignment options. 


Changing the Look of Your Table 


Most people don't spend a lot of time formatting Access tables because they don't always 
use the table for data entry; instead, they use a form. Most people also don't typically 
print their tables. They use data-entry forms to see the records onscreen and reports to 
print their records. The tables are merely holding tanks for the raw data. 


However, creating forms and reports might be more work than you want to tackle right 
now. And formatting a table so that data entry is a little less tedious (and less hard on the 
eyes) or so that you can quickly print a copy of a table (covered in Lesson 20, "Printing 
Access Objects") is certainly no crime. Making a table more readable onscreen is 
certainly nice for the person using the table to enter data. 


Changing Column Width and Row Height 


One common problem with a table is that you can't see the complete contents of the 
fields. Fields often hold more data than will fit across a column's width. This causes the 
data in your table to appear to be cut off. 


You can fix this problem in two ways: make the column wider so that it can display more 
data, or make the row taller so that it can display more than one line of data. 


Changing Column Width 


Access offers many ways to adjust column width in a table; you can choose the method 
you like best. One of the easiest ways to adjust the column width is to drag the column 
headings. Follow these steps: 


1. Position the mouse pointer between two field names (column headings) so that the 
pointer turns into a vertical line with left- and right-pointing arrows; this is the 
sizing tool (see Figure 8.1). You'll be adjusting the column on the left; the column 
on the right will move to accommodate it. 


Figure 8.1. Position the mouse pointer between two column headings. 
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2. Click and hold the mouse button and drag the edge of the column to the right or 
left to increase or decrease the width. 
3. Release the mouse button when the column is the desired width. 


Alternatively, you can double-click the column's vertical border when the sizing tool is 
showing, which automatically adjusts the width of the column on the left so that it 
accommodates the largest amount of data entered in that particular field. 


Another, more precise, way to adjust column width is to use the Column Width dialog 
box. Follow these steps: 


1. Select the column(s) for which you want to adjust the width. 

2. From the Format menu, choose Column Width, or right-click and choose Column 
Width from the shortcut menu. The Column Width dialog box appears (see Figure 
8.2). 


Figure 8.2. Adjust the column width precisely in the Column Width dialog box. 
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3. Do one of the following to set the column width: 
o Adjust the column to exactly the width needed for the longest entry in it 
by clicking Best Fit. 
o Set the width to a precise number of field characters by typing a value in 
the Column Width text box. 
o Reset the column width to its default value by selecting the Standard 
Width check box. 
4. Click OK to apply the changes. 


Because changing the width of a field column in the table is actually changing the field's 
length (which you designated in the Design view when you created the table), you do 
need to save these changes. Click the Save button on the Table Datasheet toolbar. 


Changing Row Height 


You can also change the height of the rows or records in the table. This allows you to see 
more text in a field that contains a large amount of data, such as a memo field. 


One way to make rows taller (or shorter) is to drag a particular row's border, enlarging the 
record's row. Position the mouse pointer between two rows in the row selection area, and 
then drag up or down. Remember that this changes the height of all the rows in the table 
(meaning all the records). 


Another way is to use the Row Height dialog box. It works the same as the Column 
Width dialog box, except that no Best Fit option is available. Select the Format menu and 
then choose Row Height. The Row Height dialog box appears. 


Enter the height for the table's rows into the dialog box (or click Standard Height to 
return the rows to the default height) and click OK 


Changing the Font and Font Size 


Unlike other Access views (such as Report and Form), the Datasheet view doesn't allow 
you to format individual fields or portions of the data that are entered in a particular view. 
You can format the font style only for the entire table. Font changes are automatically 
applied to all data in the table, including the field column headings. 


Font changes that you make in Datasheet view won't affect the way your data looks in 
other Access objects, such as your reports, queries, or forms. They affect only the table 
itself. 


There are some good reasons for changing the font style in a table. For example, you 
might want to increase the font size so that the field contents are easier to read. Or you 
might bold the data in the table so that you get a nice, crisp printout when you print the 
table. 


Changing the Default Font Style 
If the default style used in Access for tables has been bugging you from the beginning, 
you can change the default font used in Datasheet view for all the tables you create in 


Access. 


Select Tools, and then Options. Select the Datasheet tab of the Options dialog box (see 
Figure 8.3). 


Figure 8.3. You can change the default Datasheet font properties in the Options dialog 
box. 
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Use the different drop-down menus in the Default Font box of the Datasheet tab to select 
the font name, font weight, or font size. When you have finished making your changes, 


click OK. 


Changing the Font Style for a Table 


Font changes that you make to a specific table override the default font settings. To 
choose a different font for a currently open table datasheet, follow these steps: 


1. From the Format menu, choose Font. The Font dialog box appears (see Figure 


8.4). 


Figure 8.4. Select the different font options in the Font dialog box. 
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Select a font from the Font list box. 

Select a style from the Font Style list box. 
Select a size from the Size list box. 

Select a color from the Color drop-down list. 
(Optional) Click the Underline check box if you want underlined text. 

You can see a sample of your changes in the Sample area. When you're happy 


with the look of the sample text, click OK. 


Cancel 


Another way you can change the look of your table is with the Datasheet Formatting 
dialog box (choose Format, Datasheet). You can change the cell special effects, 
background color, the color of the grid lines between each row and column, and whether 


the lines show. 


Chapter 9. Creating Relationships Between Tables 


In this lesson, you learn how to link two or more tables using a common field and create 
a relational database. 


Understanding Table Relationships 


You've already learned in Lesson 1, "Working in Access," that the best way to design a 
database is to create tables that hold discrete types of information. For example, one table 
can contain customer information, and another table can hold order information. By 
creating relationships between tables, you make it possible to combine information from 
the tables into forms, queries, and reports to produce meaningful results. 


Suppose that you have two tables in your database. One table, Customers, contains names 
and addresses; the other, Orders, contains orders the customers have placed. The two 
tables both contain a common field: Customer ID. All records in the Orders table 
correspond to a record in the Customers table. (This is called a one-to-many relationship 
because one customer could have many orders.) 


The secret to creating relationships revolves around the primary keys for your tables. For 
example, in a Customers table, the primary key is the Customer ID. It uniquely identifies 
each customer record. Then, when you design an Orders table, you make sure that you 
include the Customer ID field. In the Orders table, the Customer ID is not the primary 
key (it is actually called the foreign key); a field such as Order Number would be the 
primary key field. You include the Customer ID field in the Orders table so that order 
information can be linked to customer information in the Customers table. 


Foreign Key A primary key field in a table that is duplicated in a 
TERM second table (where it is not the primary key) and used to link the tables 
together. 


Creating a Relationship Between Tables 


To create a relationship between tables, open the Relationships window. Before you can 
create relationships between tables, you must first add the tables to the Relationships 
window. Follow these steps: 


l. Bahn the database, select Tools, Relationships, or click the Relationships button 
on the toolbar to open the Relationships window. 

2. If you haven't selected any tables yet, the Show Table dialog box appears 
automatically (see Figure 9.1). If it doesn't appear, choose Relationships, Show 
Table. 


Figure 9.1. Add tables to your Relationships window with the Show Table dialog box. 
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3. Click a table that you want to include in the Relationships window, and then click 
the Add button. 

4. Repeat step 3 to select all the tables you require in the Relationships window, and 
then click Close. Each table appears in its own box in the Relationships window, 
as shown in Figure 9.2. Each table box lists all the fields in that table. 


Figure 9.2. Tables in the Relationships window. 
Fields in table 
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5. After you have the tables available in the Relationships window, you can create 
the relationships you want to exist between them. Remember that you must link 
the tables using a common field. For example, you can link the Customers table to 
the Orders table using the Customer ID field, as shown in Figure 9.2. Select the 
common field in the table where it is the primary key (in this case, the Customer 
table). Drag the field and drop it on its counterpart (the same field name) in the 
other table (in this case, Orders). The Edit Relationships window opens (see 
Figure 9.3). 


Figure 9.3. The Edit Relationships dialog box asks you to define the 
relationship you're creating. 
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6. The Edit Relationships dialog box shows the fields that will be related. It also 
allows you to enforce referential integrity, which you learn about in the next 
section. For now, click Create. A relationship is created, and you'll see a join line 
between the two fields in the Relationships window (see Figure 9.4). 


Figure 9.4. The join line represents a relationship between the two tables. 
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ll When you create relationships between tables, it's important that you save them. 
Click the Save button on the Relationships toolbar to save the current relationships (and 
the list of tables available in the Relationships window). 


Enforcing Referential Integrity 


In the Edit Relationships box is a check box called Enforce Referential Integrity. What 
does this mean? Referential integrity means that data entered in a field that is used to link 
two tables must match from one table to another. Actually, the data entered in the table 
where the field does not serve as the primary key must match the entries that are in the 
table where the field serves as the primary key. This means that the table containing the 
primary key dictates what data can go into the foreign key field in the other table. If you 
don't have the data in the primary key field, it can't be entered in the foreign key field 
because it can't be referenced (and its integrity is in doubt). 


Referential Integrity When you enter data into the foreign key field 
used in the table relationship it must match data that is already 
contained in the primary key field in the other table. If the data differs, 
[Access returns an error message. 


TERM 


For example, you could link a Customers table that has a Customer ID field as its primary 
key to an Orders table that also holds the Customer ID field, where it does not serve as 
the primary key (the Customer ID is providing the link for the relationship). If you 
enforce referential integrity, values entered into the Order table's Customer ID field must 


match values already entered into the Customers table's Customer ID field. Enforcing 
referential integrity is a way to make sure that data is entered correctly into the secondary 
table. 


When referential integrity is breached during data entry, (meaning a value is entered into 
the secondary table in the relationship that was not in the linking field of the primary 
table), an error message appears (see Figure 9.5). This error message lets you know that 
the field value you have entered in the linking field is not contained in a record in the 
other table in the relationship (where the field is the primary key). 


Figure 9.5. Enforcing referential integrity means that values entered in the linking 
field must be contained in the field in the table where it serves as the primary key. 
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Two other options are possible when data entered into a field violates referential integrity. 
Figure 9.6 shows the Edit Relationships dialog box with the Enforce Referential Integrity 
box selected. The two additional options provided are 


e Cascade Update Related Fields— If this check box is selected, any data changes 
that you make to the linking field in the primary table (Customers, in this 
example) are updated to the secondary table. For example, if you had a customer 
in the Customers table listed with Customer ID 5 and you changed that to 
Customer ID 6, any references to Customer ID 5 would be updated to Customer 
ID 6 in the Orders table. 

e Cascade Delete Related Fields— If this check box is marked and you change the 
linking field's data in the primary table so that it no longer matches in the 
secondary table, the field information is deleted from the secondary table. 
Therefore, if you changed a Customer ID number in the Customers table, the field 
data in the Customer ID field in the Orders table would be deleted. 


Figure 9.6. The Edit Relationships dialog box is used to change the options related to a 
particular relationship. 
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You should probably set up your relationships and enforce referential integrity before you 
do any data entry in the related tables. You should also typically enter the data first into 
the table where the linking field is the primary key. For example, you should fill in as 
much of your Customers table information as possible before you try to fill the data fields 
in the related Orders table. 


Be advised, however, that you do not have to enforce referential integrity for the tables to 
function correctly. The only risk that you run is that you can enter incorrect data into the 
foreign key field in the secondary table that does not match data in the primary key field 
in the primary table. This makes a mess out of forms, queries, and reports that you run 
taking advantage of the relationship between the tables (meaning Access won't be sure 
what to do with the incorrect data). 


Editing a Relationship 


You can edit any of the relationships that you create between your tables. Just double- 
click the relationship line, and the Edit Relationships dialog box appears (refer to Figure 
9.6). For example, you might want to enforce referential integrity on an existing 
relationship or change other options related to the relationship as discussed in the 
previous section. 


When you have finished editing the relationship, click OK to close the Edit Relationships 
dialog box. This returns you to the Relationships window. 


Removing a Relationship 


To delete a relationship, just click it in the Relationships window (the line between the 
tables turns bold to indicate that it is selected), and then press Delete. Access asks for 
confirmation; click Yes, and the relationship disappears. 


If you delete relationships between tables, you are affecting how information in the tables 
can be combined in a query, form, or report. It is a good practice to design your tables so 
that they can be related. Remember that each table is supposed to hold a subset of the 
database information. If each table is set up correctly, it should have at least one other 
table in the database that it can be related to. 


Chapter 10. Creating a Simple Form 


In this lesson, you learn how to create a form using the AutoForm, the Form Wizard, and 
from scratch. 


Creating Forms 


As discussed in Lesson 6, "Entering Data into a Table," entering data directly into a table 
has its downside. It can become difficult to concentrate on one record at a time, especially 
when you are working with a large number of fields and records, because information is 
constantly scrolling on and off the screen. 


An alternative to entering data directly into the table is to use a form. With a form, you 
can allot as much space as you need for each field, you get to concentrate on one record 
at a time, and you can create forms that simultaneously enter data into more than one 
table. You can create a form in three ways: 


e AutoForms provide very quick, generic forms that contain all the fields in a single 
table. 

e The Form Wizard helps you create a form by providing a series of screens in 
which you can choose the fields and style for the form. 

e Creating a form from scratch means that you work in the Form Design view and 
select the fields from the appropriate table or tables. This is the most difficult way 
to create a new form (at first), but it also provides the most control. 


Creating a Form with AutoForm 


The easiest way to create a form is with AutoForm. AutoForm takes the fields from a 
specified table and creates a form; it's not very flexible, but it is very convenient. To use 
the AutoForm feature, follow these steps: 


1. From the database window, click the Forms object type. 
2. Click the New button on the database window toolbar. The New Form dialog box 
appears (see Figure 10.1). 


Figure 10.1. Choose how you want to create your form. 
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Select a type of form to create. Because we're going to use AutoForm, you can 
click several types of forms, including 
o AutoForm:Columnar— A columnar form (the most popular kind). This 
creates a form that contains your fields in a single column, from top to 
bottom. 
o AutoForm:Tabular— A form that resembles a table. 
o AutoForm:Datasheet— A form that resembles a datasheet. 
Open the drop-down list at the bottom of the dialog box and choose the table or 
query you want to use as the source of the form's fields. 
Click OK. The form appears, ready for data entry (see Figure 10.2). 


Figure 10.2. AutoForm creates a form based on a single table. 


aaa 


& Customers 


> Customer ID 


FirstName 
LastName 


Address 


City 
State/Province 
Postal Code 
Phone Number 


Email Address 


Record: (14) « | 1 > [PI] of 1 


Forms created with AutoForm can be edited using the Form Design view, which is 
discussed later in this lesson. When you attempt to close the AutoForm, you are asked 
whether you want to save it. If you do, click Yes. Then, enter a name for the form into the 
Save As box and click OK. 


Creating a Form with the Form Wizard 


The Form Wizard offers a good compromise between the automation of AutoForm and 
the control of creating a form from scratch. The wizard enables you to select the fields, 
layout, and look for the form. Follow these steps to use the Form Wizard: 


1. From the database window, click the Forms object type. 
2. Double-click the Create Form by Using Wizard option located in the database 
window to open the Form Wizard (see Figure 10.3). 


Figure 10.3. The Form Wizard enables you to choose which fields you want to include 
from as many different tables in the database as you like. 
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3. From the Tables/Queries drop-down list, choose a table or query from which to 
select fields. (By default, the first table in alphabetical order is selected, which 
probably isn't what you want.) 

4. Click a field in the Available Fields list that you want to include on the form, and 
then click the Add (>) button to move it to the Selected Fields list. 

5. Repeat step 4 until you've selected all the fields you want to include from that 
table. If you want to include fields from another table or query, go back to step 3 
and choose another table. 

6. Click Next to continue. You're asked to choose a layout: Columnar, Tabular, 
Datasheet, or Justified. Click each button to see a preview of that type (Columnar 
is the most common). Select the layout you want to use, and then click Next. 

7. The next screen asks you to select a style for your form (see Figure 10.4). Click 
each style listed to see a preview of it; click Next when you've selected a style. 


Figure 10.4. You can select from several form styles. 
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8. On the last screen, enter a title for the form into the text box at the top of the 
dialog box (if you want a title other than the default). 
9. Click the Finish button. The form appears, ready for data entry (see Figure 10.5). 


Figure 10.5. The Form Wizard creates a usable form using the fields, format, and style 
that you selected. 
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If your form's field labels are cut off or need some additional layout work, you can fix 
them in the Form Design view. You learn about modifying a form in Lesson 11, 
"Modifying a Form." 


Creating a Form from Scratch 


You can also create a form from scratch in the Form Design view. This method might 
seem difficult at first, but Access provides tools, such as the Field list and the Toolbox, to 
help you create your form. The most powerful and difficult way to create a form is with 
Form Design view. In this view, you decide exactly where to place each field and how to 
format it. 


To open the Form Design view and create a new form, follow these steps: 


From the database window, click the Forms object type. 

Click the New button. The New Form dialog box appears (refer to Figure 10.1). 
Click Design View. 

Select a table or query from the drop-down list at the bottom of the dialog box. 
The table or query that you select provides a Field list that you can use to place 
fields on the form. 

5. Click OK. A Form Design window appears (see Figure 10.6). You're ready to 
create your form. 
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Figure 10.6. Form Design view presents a blank canvas for your new form. 
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Notice that a Field list and Toolbox appear in the Form Design view. You work with 
creating form controls (the equivalent of a field in a table) using these tools in the next 
section. 


You can also start the process of building a form in the Design view by double-clicking 
the Create Form in Design View link in the database window. Because you are not 
specifying a table for the Field list to use (as you did in the steps outlined in this section), 
however, that Field list won't be available. Instead, you must specify a table for the Field 
list. 


tho do this, click the Properties button on the Form Design toolbar. The form's 
properties dialog box appears (see Figure 10.7). 


Figure 10.7. The properties dialog box enables you to set a number of properties for 
the form including the source table. 
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In the properties dialog box, be sure that the All tab is selected. Click in the Record 
Source box, and then use the drop-down arrow that appears to specify the table that will 
serve as the field source for the form. The Field list appears in the Design View window. 
Close the properties dialog box. 


Adding Controls to a Form 


The basic idea of the Form Design window is simple: It's similar to a light table or a 
paste-up board where you place the elements of your form. The fields you add to a form 
appear in the form's Detail area. The Detail area is the only area visible at first; you'll 
learn how to add other areas in the next lesson. 


To add a control displaying a field to the form, follow these steps: 


1. Display the Field list if it's not showing. Choose the Field List from the View 
menu to do so. 

2. Drag a field from the Field list onto the Detail area of the form. The mouse 
pointer changes to show that a field is being placed. 

3. Repeat step 2 to add as many fields as you like to the form (see Figure 10.8). 


Figure 10.8. Drag fields from the Field list to the form grid. 
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When you drag a field to a form from the Field list, it becomes a control that displays 
data from that table field on the form. It is basically a link between the table field and the 
control on the form. You can drag more than one field to the form at once using the steps 
described earlier. However, in step 2, rather than clicking and dragging a single field, do 
one of the following before dragging: 


e To select a block of adjacent fields, click the first one you want and hold down the 
Shift key while you click the last one. 

e To select nonadjacent fields, hold down the Ctrl key as you click each one you 
want. 

e To select all the fields on the list, double-click the Field List title bar. 


You can move objects around on a form after you initially place them; you'll learn how to 
do this in the next lesson. Don't worry if your form doesn't look very professional at this 
point; in the next several lessons, you see how to modify and improve your form. 


EINS you have placed all the controls on the form that relate to the fields in a 
particular table or tables, you are ready to do some data entry. First, however, you must 
save the form's structure. Click the Save button on the Form Design toolbar. Type a name 
for the form into the Save As dialog box. Then click OK. 


Entering Data into a Form 


The point of creating a form is so that you can enter data into your tables more easily. The 
form acts as an attractive mask that shields you from the stark reality of the table's 
Datasheet view. To enter data into a form, follow these steps: 


1. Open the form. In the database window, click the Forms object, and then double- 
click the form's name. 

2. Click in the field you want to begin with and type your data. 

3. Press Tab to move to the next field. If you need to go back, you can press 
Shift+Tab to move to the previous field. When you reach the last field, pressing 
Tab moves you to the first field in a new, blank record (you can also use the 
mouse to move from field to field). 


To move to the next record before you reach the bottom field or to move back to 
previous records, click the right- and left-arrow buttons on the left end of the 
navigation bar at the bottom of the window. 


4. Repeat steps 2 and 3 to enter all the records you like. They're saved automatically 
as you enter them. 


Chapter 11. Modifying a Form 
In this lesson, you learn how to modify a form's design. 
Working with Field Controls 


After you've created a form, you might find that it doesn't quite look as good as you like. 
Controls might need realignment, or you might want to resize the label for a particular 
control or controls. You also might want to expand the form grid areas so that you can 
rearrange the form controls or add additional controls to the form. 


You can accomplish all these actions in the Form Design view. Using this view, you can 
edit the structure of any form that you create, regardless of whether you created the form 
using AutoForm, the Form Wizard, or the Design view. 


Moving Field Controls 


The most common change to a form is to reposition a control. For example, you might 
want to move several controls down so you can insert a new control, or you might want 
to rearrange how the controls appear on the grid. 


If you placed controls on the form to begin with (rather than using AutoForm or the Form 
Wizard), you have probably noticed that the control consists of two parts: a text label and 
the actual control. You can manipulate various aspects of the label and the control 
independently (such as their sizes or the distance between them). You work with label and 
control sizing later in this lesson. 


To move a control, follow these steps: 


1. [BZ Desion be om the database window, select a form in the Form list, and then click 
the Design button on the database window toolbar. The form is opened in Design 
view. 

2. Click a control's label to select it. Selection handles appear around the label (a 
displacement handle, which looks like a hand with a pointing figure, also appears 
on the control, but don't touch it because it will move the label and control apart; 
we discuss it later in the lesson). You can select several controls by holding down 
Shift as you click each control's label. 

3. Position the mouse pointer on the edge of the control's label so that the pointer 
becomes a hand (see Figure 11.1). If you're moving more than one selected 
control, you can position the mouse pointer on any selected control's label. 


Figure 11.1. To move a control, first select it. Then, drag it by its label using the hand 
pointer. 
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4. Drag the control's label and the control to a new location. 
5. Release the mouse button when the control is at the desired new location. 


Moving Controls and Field Labels Independently 


Depending on how you are laying out the controls in your form, you might want to 
separate the control label from the control. For example, you might want to arrange the 
form in a tabular format where the control names are positioned over the controls. 
Separating controls and labels also allows you to move the control so that the field label 
isn't cut off. Then you can resize the label. 


To move a control or its attached label by itself, follow these steps: 


1. Click the control that you want to separate from its label. 

2. Position the mouse pointer over the displacement handle at the top left of the label 
or the control (the large box handle on the top left of the label or the control). The 
mouse pointer becomes a pointing finger (see Figure 11.2). 


Figure 11.2. Drag the displacement handle to move the control or label independently. 
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3. Drag the label or the control to a new position. 


Separating the label from a control allows you to arrange your controls in all kinds of 
tabular and columnar arrangements on the form grid. Just make sure that you keep the 
correct label in close proximity to the appropriate control. 


Changing Label and Control Sizes 


You can also change the width or height of a label or control. Separating a label from its 
control, as discussed in the previous section, provides you with the room to resize the 
label or the control independently. To change a label's or control's width (length): 


1. Click the label or the control to select it. If you are going to resize the control 
itself, be sure you click the control. Selection handles (small boxes) appear around 
it. 

2. Position the mouse pointer on either the right or left of the label or control until 
the mouse pointer becomes a sizing tool (a horizontal double-headed arrow, as 
shown in Figure 11.3). 


Figure 11.3. You can change the size of a label or control by dragging a sizing box. 
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3. Drag the label's or control's sizing handle to increase or decrease the length as 
needed. Then release the mouse button. 


Viewing Headers and Footers 


So far, you have been working in the main part of the form grid called the Detail area. 
The Detail area is where you place the various field controls for the form (and additional 
controls, such as those discussed in the next lesson). 


Forms have other areas as well. For example, a form header can be used to include a title 
for the form (header information appears at the top of the form). The form areas are 


e Form Header— An area at the top of the form that can be used for repeating 
information, such as a form title. 

e Form Footer— An area at the bottom of the form that can be used for repeating 
information, such as the current date or explanatory information related to the 
form. 

e Page Header— Forms that are built to add data to multiple tables can consist of 
multiple pages. You can also include a Page Header area on a form that enables 
you to include information that you want to repeat on each page of the form when 
it is printed out, such as your name or company information. 

e Page Footer— This area enables you to place information, such as page 
numbering, that appears on every page when the form is printed. 


These different areas of the form grid aren't displayed by default; to display these areas, 
such as the Form Header/Footer, use the View menu. To show the Form Header/Footer, 
for example, select View, Form Header/Footer. 


When you create a form with the Form Wizard, the Form Header and Form Footer areas 
appear in Design view, but nothing is in them. To make some room to work in the Form 
Header, click the Detail Header bar to select it, position the mouse pointer between the 
bars, and drag downward (see Figure 11.4). 


Figure 11.4. Drag the Detail border bar down to create space to add text in the Form 
header. 
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The Detail section contains controls whose data changes with every record. As already 
mentioned, the Form Header contains text you want repeated on each onscreen form. This 
makes the Form Header a great place to add a label that contains a title for the form. 


Adding Labels 


You can add a label to any of the areas in the form. Adding labels to the form enables you 
to place titles, subtitles, or explanatory text on the form. Because you will want these 
types of labels to repeat at the top or bottom of the form, the best place to add them is to 
the form's header or footer. To add titles and other general information to a header or a 
footer or to add information specific to particular controls to the Detail area, follow these 
steps: 


1. Bèl the toolbox isn't displayed, choose Toolbox from the View menu, or click 
the Toolbox button on the toolbar. 


2 alctick the Label tool in the Toolbox. The mouse pointer changes to a capital A 
with a plus sign next to it. 

3. Place the Label pointer on an area of the form grid, such as the Form Header area. 
Drag to create a box or rectangle for text entry (see Figure 11.5). 


Figure 11.5. Select the Label tool in the toolbox. 
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4. When you release the mouse button, a new label box appears with an insertion 
point inside it. Type the text you want the label box to contain. 
5. Click anywhere outside the control's area to finish, or press Enter. 


Don't worry about positioning the label as you create it; you can move a label control in 
the same way that you move other controls. Just click it, position the mouse pointer so 
that the hand appears, and then drag it to where you want it to go. 


Formatting Text on a Form 


After you place all your information on the form (that is, the controls you want to include 
and labels to display any titles or explanatory text), the next step is to make the form look 
more appealing. 


All the formatting tools you need are on the Formatting toolbar (the top toolbar in the 
Form Design view). Table 11.1 describes several of the formatting tools. To format a 


control or label, select it, and then click the appropriate formatting tool to apply the 
format to the control or label. 


Table 11.1. Tools on the Formatting Toolbar 
Tool Purpose 
Toggles bold on/off 


AE 


Toggles italic on/off 


Toggles underline on/off 


Left-aligns text 


Centers text 


Right-aligns text 


Fills the selected box with the selected color 


Colors the outline of the selected box 


Controls the border width on the selected box 
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Adds a special effect to the selected box 


Some tools, such as the Font and Size tools, are drop-down lists. You click the down 
arrow next to the tool and then select from the list. Other tools are simple buttons for 
turning bold and italic on or off. Still other tools, such as the Color and Border tools, 
combine a button and a drop-down list. If you click the button, it applies the current 
value. You can click the down arrow next to the button to change the value. 


You can change the color of the form background, too. Just click the header for the 
section you want to change (for example, Detail) to select the entire section. Then right- 
click and choose Fill/Back color to change the color. 


Changing Tab Order 


When you enter data on a form, press Tab to move from control to control in the order 
they're shown in the form. The progression from control to control on the form is the tab 
order. When you first create a form, the tab order runs from top to bottom. 


When you move and rearrange controls, the tab order doesn't change automatically. For 
example, suppose you had 10 controls arranged in a column and you rearranged them so 
that the tenth one was at the beginning. It would still require 10 presses of the Tab key to 
move the insertion point to that control, even though it's now at the top of the form. This 
makes it more difficult to fill in the form, so you'll want to adjust the tab order to reflect 
the new structure of the form. 


Follow these steps to adjust the tab order: 
1. Choose View, Tab Order. The Tab Order dialog box appears (see Figure 11.6). 


Figure 11.6. Use the Tab Order dialog box to decide what tab order to use on your 
form. 
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2. Choose the section for which you want to set the tab order. The default is Detail. 

3. The controls appear in their tab order. To change the order, click a control and 
then drag it up or down in the list. 

4. To quickly set the tab order based on the controls' current positions in the form 
(top to bottom), click the Auto Order button. 

5. Click OK. 


When you have finished making different enhancements to your form, you must save the 
changes. Click the Save button on the Form Design toolbar. 


Chapter 12. Adding Special Controls to Forms 
In this lesson, you learn about some special controls you can include on your forms. 
Using Special Form Controls 


So far, you've taken a look at adding controls to a form that directly relate to fields that 
exist in an associated table or tables. This means that unless the control is linked to a 
table's field that uses the AutoNumber data type, you are going to have to type all the data 
that you enter into the form (exactly as you would in the table). 


Fortunately, Access offers some special form controls that can be used to help you enter 
data. For example, a list box contains a list of entries for a control from which you must 
choose when entering data. All you have to do is select the appropriate entry from the list. 
Other special controls also exist that can make it easier to get your data into the form. 
These controls are: 


e List Box— Presents a list from which you choose an item. 

e Combo Group— Like a list box, but you can type in other entries in addition to 
those on the list. 

e Option Group— Provides you with different types of input buttons (you can 
select only one type of button when you create an Option group). You can use 
option buttons, toggle buttons, or check boxes. 

e Command Button— Performs some function when you click it, such as starting 
another program, printing a report, saving the record, or anything else you specify. 


Figure 12.1 shows some special controls in the Form view. In this lesson, you create each 
of these control types. 


Figure 12.1. Special controls can make data entry easier. 
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All these special controls can be created using the buttons on the Toolbox. Wizards are 
also available that walk you through the steps of creating each of these special control 
types. To use the wizard for a particular special control, make sure that the Control 
Wizards button is activated on the Toolbox. Figure 12.2 shows the Toolbox and the 
buttons that you are working with in this lesson. 


Figure 12.2. To use wizards, make sure that the Control Wizards button is selected. 


Toolb ¥ xX 
| N-—— Control wizards 
Option Group button 


Combo Box 


List Box Command Button 


Creating a List Box or a Combo Box 


A list box or a combo box can come in handy if you find yourself repeatedly typing 
certain values into a field. For example, if you have to enter the name of one of your 12 
branch offices each time you use a form, you might find it easier to create a list box 
containing the branch office names, and then you can click to select a particular name 
from the list. With a list box, the person doing the data entry is limited to the choices that 
display on the list. 


A combo box is useful when a list box is appropriate, but it's possible that a different 
entry might occasionally be needed. For example, if most of your customers come from 
one of six states, but occasionally you get a new customer from another state, you might 
use a combo box. During data entry, you could choose the state from the list when 
appropriate and type a new state when it's not. The combo box only allows data to be 
entered that is not on the list if you select the I Will Type In the Values That I Want option 
when you are creating the combo box (this is discussed in the set of steps that follow). 


Follow these steps to create a list box or combo box from Form Design view: 


Make sure that the Control Wizards button on the Toolbox is selected. 


2; LAT Alctick the List Box or Combo Box button in the Toolbox. The mouse 
pointer changes to show the type of box you selected. 

3. Drag your mouse to draw a box on the grid where you want the new element to be 
placed. When you release the mouse button, the list or combo box wizard starts. 

4. On the wizard's first screen (see Figure 12.3), click the option button I Will Type 
In the Values That I Want. Then click Next. 


Figure 12.3. The wizard walks you through the steps of creating a list box or a combo 
box. 
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5. On the next screen, a column of boxes (only one box shows before you enter your 
values) is provided that you use to enter the values that you want to appear in the 
list. Type them in (as shown in Figure 12.4), pressing the Tab key after each one. 
Then click Next. 


Figure 12.4. Type the values for the list or combo box. 
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6. On the next screen, you choose the option of Access either remembering the 
values in the list for later use (such as in a calculation) or entering a value selected 
from the list in a particular field. Because you are using this box for data entry, 
select Store That Value in This Field, and then choose a field from the drop-down 
list that is supplied. For example, if you want this list to provide data from your 
Product Description field, select it in the drop-down list. Click Next to continue. 

7. On the next screen, type the label text for the new list or combo box control. 

8. Click Finish. Your new list or combo box appears on your form. This box will 
show a list, so expand the control box as shown in Figure 12.5. 


Figure 12.5. Your list or combo box appears on the form grid. 
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Creating an Option Group 


Another useful special control is the option group. An option group provides different 
types of buttons or input boxes that can be used to quickly input information into a form. 
An option group can use one of the following types of buttons: 


e Option buttons— A separate option button is provided for each choice you 
supply on the form. To make a particular choice, click the appropriate option 
button. 

e Check boxes— A separate check box is provided for each item you place in the 
option group. To select a particular item, click the appropriate check box. 

e Toggle buttons— A button is provided for the response required, which can be 
toggled on and off by clicking the button. 


Option groups work best when a fairly limited number of choices are available, and when 
you create your option group, you should select the type of button or box that best suits 
your need. If you have several responses where only one response is valid, use option 
buttons. If you have a situation in which more than one response is possible, use check 
boxes. Toggle buttons are used when only one response is possible, and a toggle button 
responds to a "yes or no" type question. The option button is then turned on or off with a 
click of the mouse. 


To create an Option Group control (you will create a control that uses option buttons), 
follow these steps: 


1. Make sure that the Control Wizards button in the Toolbox is selected. 


2: lotic the Option Group button on the Toolbox. Your mouse pointer changes to 
show the Option Group icon. 

3. Drag your mouse pointer on your form to draw a box where you want the option 
group to appear. When you release the mouse button, the wizard starts. 

4. The wizard prompts you to enter the labels you want for each button (or check 
box or toggle button), as shown in Figure 12.6. You will need a label for each 
button that will appear in the group. These labels should be the same as the type 
of data you would normally insert into the field you are building the option group 
for (which you will specify in step 7). Enter the labels needed, pressing Tab after 
each one; then click Next. 


Figure 12.6. Enter the labels you want for each option here. 
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On the next screen, you can select one of the labels that you input in step 4 as the 
default choice for the option group. Specify the label, and then click Yes, the 
Default Choice Is. Or click No, I Don't Want a Default As the Other Possibility. 
Then click Next. 

On the next screen, the wizard asks what value you want to assign to each option 
(such as 1, 2, and so on). These values provide a numerical equivalent for each 
label you listed in step 4 and are used by Access to store the response provided by 
a particular option button or check box. You should use the default values that 
Access provides. Click Next to continue. 

On the next screen, you decide whether the value that you assigned to each of 
your option labels is stored in a particular field or saved by Access for later use. 
Because you are using the option group to input data into a particular field, be 
sure the Store the Value in This Field option button is selected. This stores the 
data that the option group provides in a particular field. Select the field from the 
drop-down list provided. Then, click Next to continue. 

On the next screen, select the type of control (option button, check box, or toggle 
button—see Figure 12.7) you want to use and a style for the controls; then click 
Next. 


Figure 12.7. You can choose different input controls for your Option group. 
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9. On the last screen, type a label for the new control. Then click Finish. 


Your new option control appears on the grid area of the form. All the different option 
values that you entered appear in the control. When you switch to the Form view to enter 
data, you can use the various option buttons or check boxes to select an actual value for 
that particular field. 


Adding Command Buttons 


Another special control type that you can add to your form is a command button. 
Command buttons are used to perform a particular action. For example, you could put a 
command button on a form that enables you to move to the next record or to print the 
form. Access offers different command button types that you can place on your forms: 


e Record Navigation— You can add command buttons that allow you to move to 
the next, previous, first, or last record. 

e Record Operations— You can make buttons that delete, duplicate, print, save, or 
undo a record. 

e Form Operations— Command buttons can print a form, open a page (on a 
multiple page form), or close the form. 

e Application— Command buttons can exit Access or run some other application. 

e Miscellaneous— Command buttons can print a table, run a macro, run a query, or 
use the AutoDialer to dial a phone number specified on a form. 


To place a command button on a form, follow these steps: 


Be sure that the Control Wizards button in the Toolbox is selected. 


2. Alotick the Command Button in the Toolbox. Your mouse pointer changes to 
show the Command Button icon. 

3. Click your form where you want the command button to appear (such as the 
header of the form). The Command Button Wizard opens. 

4. On the first wizard screen, select an action category in the Categories list, and 
then in the Actions box (see Figure 12.8), select the action that the button should 
perform. Then click Next. 


Figure 12.8. Choose what action you want the command button to execute. 
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5. On the next screen, you can select to have either text or a picture appear on the 
command button. For text, choose Text and then enter the text into the appropriate 
box. To place a picture on the button, select Picture and then select a picture from 
the list provided (you can use your own bitmap pictures on the buttons if they are 
available; use the Browse button to locate them). Then click Next. 

6. On the next screen, type a name for your new button. Then click Finish. The 
button appears on your form. You can move it around like any other control. 


Chapter 13. Searching for Information in Your 
Database 


In this lesson, you learn how to search for data in a database using the Find feature and 
how to find and replace data using the Replace feature. 


Using the Find Feature 


Whether you are viewing the records in the table using the Datasheet view or a form, the 
Find feature is useful for locating a particular record in a table. For example, if you keep 
a database of customers, you might want to find a particular customer's record quickly by 
searching using the customer's last name. You can search the table using a specific field, 
or you can search the entire table (all the fields) for a certain text string. 


Although the Find feature is designed to find information in a table, you can use the Find 
feature in both the Table Datasheet view and the Form view. The results of a particular 
search display only the first match of the parameters, but you can repeat the search to find 
additional records (one at a time). 


To find a particular record, follow these steps: 
1. Open your table in the Datasheet view or open a form that is used to enter data in 
the table that you want to search. 
2. Click in the field that contains the data you want to search for. 
3. Select Edit, Find, or press Ctrl+F. The Find and Replace dialog box appears (see 
Figure 13.1) with the Find tab on top. 


Figure 13.1. Use the Find and Replace dialog box to find data in a record. 
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4. Type the data string that you want to find into the Find What text box. 


5. The default value for Look In is the field you selected in step 2. If you want to 
search the entire table, click the Look In list drop-down box and select the table's 
name. 

6. From the Match drop-down list, select one of the following: 

o Whole Field— Select this to find fields where the specified text is the only 
thing in that field. For example, "Smith" would not find "Smithsonian." 

o Start of Field— Select this to find fields that begin with the specified text. 
For example, "Smith" would find "Smith" and "Smithsonian," but not "Joe 
Smith." 

o Any Part of Field— Select this to find fields that contain the specified text 
in any way. "Smith" would find "Smith," "Smithsonian," and "Joe Smith." 

7. To limit the match to entries that are the same case (uppercase or lowercase) as 
the search string, select the Match Case check box. 

8. To find only fields with the same formatting as the text you type, select Search 
Fields As Formatted (this option can slow down the search on a large table, so 
don't use it unless you think it will affect the search results). 

9. When you are ready to run the search, click Find Next. 

10. If needed, move the Find and Replace dialog box out of the way by dragging its 
title bar so that you can see the record it found. If Access finds a field matching 
your search, it highlights the field entry containing the found text (see Figure 
13.2). 


Figure 13.2. Access finds records, one record at a time, that contain the search text. 
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11. To find the next occurrence, click Find Next. If Access can't find any more 
occurrences, it tells you the search item was not found. Click OK to clear that 
message. 

12. When you finish finding your data, click the Find and Replace dialog box Close 
(x) button. 


Using the Replace Feature 


The Replace feature is similar to the Find feature, except that you can stipulate that a 
value, which you specify, replace the data found during the search. For example, if you 
found that you misspelled a brand name or other value in a table, you could replace the 
word with the correct spelling. This is useful for correcting proper names because the 
Spelling Checker doesn't help correct those types of spelling errors. 


To find and replace data, follow these steps: 


1. Select Edit, Replace, or press Ctrl+H. The Find and Replace dialog box appears 
with the Replace tab displayed (see Figure 13.3). 


Figure 13.3. You can find specific text in a table and then replace it using the Replace 
feature. 
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2. Type the text you want to find into the Find What text box. 

3. Type the text you want to replace it with into the Replace With text box. 

4. Select any options you want using the Match drop-down list or the check boxes 
on the Search tab. They work the same as the options discussed on the Find tab 
(in the previous section). 

5. To start the search, click Find Next. Access finds the first occurrence of the search 

string. 

Click the Replace button to replace the text. 

7. Click Find Next to find other occurrences, if desired, and replace them by clicking 
the Replace button. 

8. Ifyou decide that you would like to replace all occurrences of the search string in 
the table, click the Replace All button. 

9. When you have found the last occurrence of the search string (Access lets you 
know that the string can no longer be located, which means you are at the end of 
the table), click the Close (x) button on the Find and Replace dialog box. 
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The Find and Replace feature works well when you want to work with data in a particular 
field, but it is limited because you can work with only one record at a time. Other, more 
sophisticated ways exist to locate records that contain a particular parameter. For 
example, you can filter records (discussed in the next lesson) using a particular field's 
content as the filter criteria. This provides you with a subset of the current table, showing 
you only the records that include the filter criteria. 


Queries also provide you with a method for creating a subset of records found in a 
database table. Queries are discussed in Lesson 15, "Creating a Simple Query," and 
Lesson 16, "Creating Queries from Scratch." 


Chapter 14. Sorting, Filtering, and Indexing Data 


In this lesson, you learn how to sort and filter data and you also learn how to speed up 
searches with indexing. 


Sorting Data 


Although you probably entered your records into the table in some kind of logical order, 
perhaps by employee number or employee start date, being able to change the order of 
the records in the table based on a particular field parameter can be extremely useful. 
This is where the Sort feature comes in. 


Using Sort, you can rearrange the records in the table based on any field in the table 
(more complex sorts can also be created that allow you to sort by more than one field, 
such as Last Name and then First Name). You can sort in either ascending (A to Z, 1 to 
10) or descending (Z to A, 10 to 1) order. 


Al|zZ 

Nalin fastest way to sort is to use either the Sort Ascending or Sort Descending 
button on the Table toolbar. However, this easy road to sorting limits you to sorting by 
one field or adjacent fields. 


Follow these steps to sort records: 


1. Place the insertion point in the field by which you want to sort the table (if you 
want to sort by more than one adjacent field, select the field columns by clicking 
and dragging the Field Column names). Figure 14.1 shows a Customers table 
where the insertion point has been placed in the Country field. 


Figure 14.1. Place the insertion point in the field you want to sort that table by. 
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2. To sort the records in the table by that field in ascending order (alphabetically 
from A to Z), click the Sort Ascending button. Figure 14.2 shows the results of an 
ascending sort by Country field on the table that was shown in Figure 14.1. 


Figure 14.2. The table records are sorted based on the field that you selected. 
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Dataheet View 


3. To sort the records in descending order, click the Sort Descending button. 
4. To place the records back in their presorted order, select the Records menu, and 
then select Remove Filter/Sort. 


As already mentioned, you can sort a table by adjacent fields using the sort buttons. All 
you have to do is select the field headings for those particular field columns, and then 
click the correct sort button. For example, if you wanted to sort a customer table by last 
name and then first name, the last name would have to be in the column that is directly to 
the left of the First Name field. 


Filtering Data 


Although sorting rearranges the records in the table, you might need to see a subset of the 
records in a table based on a particular criterion. Filtering is used for this purpose. The 
Filter feature temporarily hides records from the table that do not meet the filter criteria. 


For example, you might want to view only the records in an employee table for the 
employees who have exceeded their sales goal for the year. Or in an order table, you 
might want to find orders that were placed on a particular date. Filters can help you 
temporarily narrow down the records shown in the table based on your criteria. 


You can apply a filter in three ways: Filter by Selection (or Filter Excluding Selection), 
Filter by Form, and Advanced Filter/Sort. The first two methods are very easy ways to 
quickly filter the records in a table. 


The Advanced Filter/Sort feature uses a Design view that is almost the same as the Query 
Design view (covered in Lesson 2). If you learn how to create queries (which are really 
nothing more than advanced filters/sorts), you will be able to work with the Advanced 
Filter/Sort feature. 


This section covers Filter by Selection and Filter by Form. Next, take a look at how you 
filter by selection. 


Filter by Selection 


Filtering by selection is the easiest method of filtering, but before you can use it, you 
must locate a field that contains the value that you want to use to filter the table. 


To filter by selection, follow these steps: 


1. Locate a field in a record that contains the value you want to use to filter the table. 
For example, if you want to see all the customers in Germany, you would find a 
field in the Country field column that contains the text, "Germany." 

Click in the field that contains the value you will use as the filter. 


3. MAlctick the Filter by Selection button on the toolbar, or select Records, point at 
Filter, and then choose Filter by Selection. The records that match the criteria you 
selected appear, as shown in Figure 14.3. 


Figure 14.3. The table will be filtered by the field data you selected. 
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With Filter by Selection, you can filter by only one criterion at a time. However, you can 
apply successive filters after the first one to further narrow the list of matching records. 


You can also filter for records that don't contain the selected value. Follow the same steps 
as outlined in this section, but choose Records, point at Filter, and choose Filter 
Excluding Selection in step 3. 


After you have finished viewing the records that match your filter criteria, you will want 
to bring all the table records back on screen. Select Records, Remove Filter/Sort. 


Filter by Form 
Filtering by form is a more powerful filtering method than filtering by selection. With 


Filter by Form, you can filter by more than one criterion at a time. To filter by form, 
follow these steps: 


l. Malwith the table open in the Datasheet view, click the Filter by Form button on 
the toolbar, or select Records, point at Filter, and then select Filter by Form. A 
blank form appears, resembling an empty datasheet with a single record line. 

2. Click in the field for which you want to set a criterion. A down arrow appears for 
a drop-down list. Click the arrow and select the value you want from the list (see 
Figure 14.4). You also can type the value directly into the field if you prefer. 


Figure 14.4. Set the criteria for the filter using the drop-down list in each field. 
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3. Enter additional criteria for the filter as needed using the drop-down lists provided 
by the other fields in the table. 


4. After you enter your criteria, click the Apply Filter button on the toolbar. Your 
filtered data appears in the Table window. 


As in Filter by Selection, you can remove a filter by clicking the Remove Filter button 
(same icon as for Apply Filter) or by selecting Records, Remove Filter/Sort. 


Saving Your Filter As a Query 


If you design a filter that you would like to keep, it resides on the Query list in the 
database window. You will work with queries in Lessons 15 and 16. 


To save a filter as a query, follow these steps: 


1. Display the filter in Filter by Form view. 
2. Select File, Save As Query. Access asks for the name of the new query. 
3. Type a name and click OK. Access saves the filter as a query. 


Indexing Data 


Although not a method of manipulating data like a sort or a filter, indexes provide a 
method for speeding up searches, sorts, and filters by cataloging the contents of a 
particular field. The primary key field in a table is automatically indexed. If you have a 
large database table and frequently search, sort, or filter by a field other than the primary 
key field, you might want to create an index for that field. 


To index a field, follow these steps: 


Open the table in Design view. 

Select the field that you want to index. 

In the Field Properties pane on the General tab, click in the Indexed box. 

From the Indexed field's drop-down list, select either Yes (Duplicates OK) or Yes 
(No Duplicates), depending on whether that field's content should be unique for 
each record (see Figure 14.5). For example, in the case of indexing a last name 
field, you would want to allow duplicates (Duplicates OK), but in the case of a 
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Social Security number field where you know each entry is unique, you would not 
want to allow duplicates (No Duplicates). 


Figure 14.5. To index a field, set its Indexed value to one of the Yes choices. 
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5. Save your changes to the table's structure by clicking the Save button on the 
Design toolbar. 
6. Close the Design view of the table. 


Indexes aren't glamorous. They work behind the scenes to speed up your searches and 
filters. They don't really have any independent functions of their own. 


Chapter 15. Creating a Simple Query 
In this lesson, you create a simple query. 
Understanding Queries 


As you learned in the previous lesson, Access offers many ways to help you narrow down 
the information you're looking at, including sorting and filtering. The most flexible way 
to sort and filter data, however, is using a query. 


A query is a question that you pose to a database table or tables. For example, you might 
want to know which of your customers live in a specific state or how many of your 
salespeople have reached a particular sales goal. The great thing about queries is that you 
can save queries and use them to create tables, delete records, or copy records to another 
table. 


Queries enable you to specify 
e The table fields that appear in the query 


e The order of the fields in the query 
e Filter and sort criteria for each field in the query 


TERM [Query A query enables you to "question" your database using different 
criteria to sort, filter, and summarize table data. 


Queries are a powerful tool for analyzing and summarizing database information. In this 
lesson, you take a look at the queries you can create using a wizard. Creating queries in 
the Design view is covered in Lesson 16, "Creating Queries from Scratch." 


Using the Simple Query Wizard 


The easiest way to create a query is with the Simple Query Wizard, which enables you to 
select the table fields you want to include in the query. A simple query is useful when you 
want to weed out extraneous fields but still want to see every record in the database table. 
The Simple Query Wizard helps you create a select query. 


TERM |Select Query The select query is used to select certain data from a table 
or tables. It not only filters the data, but it can also sort the data. It can| 
even perform simple calculations on the results (such as counting and 
averaging). 


To create a select query with the Simple Query Wizard, follow these steps: 


l. 


In the Access window, open the database you want to work with and select the 
Queries icon in the database window. 


2. Double-click the Create Query by Using Wizard option found in the database 


window. The first dialog box of the Simple Query Wizard appears (see Figure 
15.1). 


Figure 15.1. The Simple Query Wizard first asks what fields you want to include in the 


query. 
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Choose the table from which you want to select fields from the Tables/Queries 
drop-down list. 

Click a field name in the Available Fields list; then click the Add > button to 
move the field name to the Selected Fields list. Add fields as needed, or move 
them all at once with the Add All >> button. 

(Optional) Select another table or query from the Tables/Queries list and add 
some of its fields to the Selected Fields list (this enables you to pull data from 
more than one table into the query). When you have finished adding fields, click 
Next. 

The next screen asks if you want to create a detail or summary query. A detail 
query lists all the fields that you selected in step 4 and 5. A summary query allows 
you to summarize data in numerical fields using the formulas sum (total), avg 
(average), max (maximum), and min (minimum). 


7. (Optional) To summarize field data using a formula, click the Summary option 
button. Then click Summary Options. Any fields containing numerical data will 
be listed on the Summary Options screen. In our example, you could summarize 
the data by the AmountSpent field (as shown in Figure 15.2). Use the formula 
check boxes (such as sum or avg) to select the calculation that will be used to 
summarize the field data in the query. Then click OK. Click Next to continue. 


Figure 15.2. You can summarize data in the query such as totaling the values (using 
the SUM formula) in a particular field. 
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8. On the next screen, enter a title for the query. Then, click Finish to view the query 
results. Figure 15.3 shows the results of a simple query. 


Figure 15.3. Queries such as this detail query can be created using the Simple Query 
Wizard. 
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The problem with queries created using the Simple Query Wizard is that you do not have 
the option of setting sort parameters for the records or the capability to filter them by 
particular criteria. Simple queries just allow you to select the fields. For this query to 
provide a little more manipulation of the table data, you would have to edit this in Query 
Design view, which is discussed in the next lesson. Building queries from scratch 
provides you with a lot more control over how the data is filtered, sorted, and 
summarized. 


Saving a Query 


When you create a query, Access saves it automatically. You don't need to do anything 
special to save it. When you are finished viewing the results of the query, click its Close 
(x) button. The new query is then listed in the Query list that the database window 
provides. 


Rerunning a Query 


At any time, you can rerun your query. If the data has changed in the table fields that you 
included in a query, rerunning the query provides you with an updated set of results. 


To rerun a query, follow these steps: 


1. Open the database containing the query. 

2. Select the Queries icon in the database window. 

3. Inthe Query list, double-click the query you want to run, or click it once and then 
click the Open button. 


Using Other Query Wizards 


Access's different query features are quite powerful; they can do amazingly complicated 
calculations and comparisons on data from several tables. Queries also can do 
calculations to summarize data or arrange the query data in a special format called a 
crosstab. Creating more advanced queries means that your database tables must be joined 
by the appropriate relationships; otherwise, the query cannot pull the data from multiple 
tables. 


You can create very complex queries from the Query Design view, which you learn about 
in the next lesson. However, Access also provides some wizards that can be used to create 
some of the more complex query types. These wizards include the following: 


e Crosstab Query Wizard— This wizard displays summarized values, such as 
sums, counts, and averages, from a field. One field is used on the left side of the 
Query datasheet to cross-reference other field columns in the Query datasheet. For 
example, Figure 15.4 shows a Crosstab table that shows the different products that 


each customer has ordered, sorted on the customer's last name (and then sorted by 
promised by date). Note that some customers have multiple orders. 


Figure 15.4. Crosstab queries allow you to cross-tabulate information between table 
fields. This query is sorted on the Last Name field. 
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e Find Duplicates Query Wizard— This query is used to compare two tables and 
find duplicate records. 

e Find Unmatched Query Wizard— This wizard compares two tables and finds 
all records that don't appear in both tables (based on comparing certain fields). 


You can access any of these query wizards from the database window. With the Queries 
icon selected, click the New button on the database window toolbar. The New Query 
dialog box appears, as shown in Figure 15.5. 


Figure 15.5. The other query wizards can be accessed from the New Query dialog box. 
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Select the wizard that you want to use for your query and click OK. Work with the wizard 
as it walks you through the steps for creating your new query. 


Understanding Access Query Types 
Before this lesson ends, you should spend a little time learning about the different types 


of queries that Access offers. In this lesson, you created a simple select query that 
"selects" data from a table or tables based on your query criteria. You can also build other 


types of queries in Access and most are based on the select query. For example, a select 
query pulls certain data from a table or tables. If you wanted to make a table from the 
data that the query pulls together for you, all you would have to do is create the select 
query and then change it to a Make Table query. The query type is changed in the Query 
Design view using the Query menu. We will work in the Query Design view in the next 
lesson. 


The different query types are 


e Make Table Query— This type of query is similar to a select query, but it takes 
the data pulled together by the criteria and creates a new table for the database. 

e Update Query— This query updates field information in a record. For example, 
you might have placed a certain credit limit for customers and want to update it in 
all the records. You would use an Update query. 

e Append Query— This type of query is used to copy records from one table and 
place them (append them) into another table. For example, you might want to 
append employee records from an Active Employee table to a Former Employee 
table. 

e Delete Query— This type of query is used to delete records from a table. For 
example, you might want to delete old records from a table based on particular 
criteria. Again, you could create a select query using the Wizard (the select query 
pulls the information together) and then change the query to a delete query in the 
Design view. The delete query would select the same data designated in the query, 
but it would delete it from the specified table or tables. 


Now, you might be thinking that all these query types are a little too much to handle. 
However, you create different query types just as you would a select query. As a matter of 
fact, you actually design each of these different query types as a select table (using a 
wizard, Query Design view, or a combination of both), and then you change the query 
type in the Query Design view. It's just a matter of selecting the query type from the 
Query menu. 


For example, Figure 15.6 shows a select query that was created with the wizard and then 
opened in the Query Design view. The Query was then changed to a delete query using 
the Query menu (as shown in the figure). The purpose of this delete query was to remove 
customers from the Customers table that resided in Minnesota (MN). Note that under the 
State field in the query grid, the parameter "MN" was added to the criteria line (because 
MN is the information that will be used to delete certain records). 


Figure 15.6. Special query types such as delete queries can be quickly created from 
select queries. 


When you run this query (by selecting Query, then Run), any customer in the Customers 
table who is from Minnesota will be removed from the table. We will be working with the 
Query grid and the Query Design view commands in the next lesson. So, keep in mind 
that the special queries that we have discussed in this section are really just modified 
select queries. 


Chapter 16. Creating Queries from Scratch 


In this lesson, you learn how to open a query in Design view, how to select fields to 
include in it, and how to specify criteria for filtering the records. 


Introducing Query Design View 


In Lesson 15, "Creating a Simple Query," you created a simple query using the Simple 
Query Wizard. This wizard allows you to select the fields from a particular table and then 
create a standard select query. Although the Simple Query Wizard makes it easy to create 
a query based on one table, you will find that building more sophisticated queries is best 
done in the Query Design view. 


The Query Design view provides two distinct areas as you work. A Table pane shows you 
the tables currently being used for the query. The bottom pane, the Query Design grid 
(see Figure 16.1), enables you to list the fields in the query and select how these fields 
will be sorted or the information in them filtered when you run the query. 


Figure 16.1. The Query Design view is divided into a Table pane and a Query Design 
grid. 
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Opening a Query in Query Design View 


One thing that you can do in the Query Design view is edit existing queries, such as the 
simple query that you created in the previous lesson. You can change the fields used in 
the query and change the action that takes place on that field (or fields) when you run the 
query. To open an existing query in Query Design view, follow these steps: 


1. In the database window, click the Queries icon. 

2. Inthe Query list, select the query you want to edit. 

3. Click the Design button on the database window toolbar. 
The query opens in the Query Design window. 
Starting a New Query in Query Design View 
Creating a new query from scratch in the Query Design view allows you to select both 
the tables and the fields that you use to build the query. To begin a new query in Query 
Design view, follow these steps: 

1. Click the Queries icon in the database window. 

2. In the Query list, double-click Create Query in Design View. The Show Table 

dialog box appears, listing all the tables in the database (see Figure 16.2). 


Figure 16.2. Choose which tables you want to include in the query. 
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3. Click a table that contains fields you want to use in the query, and then click the 
Add button (you can also build queries from existing queries or a combination of 
tables, queries, or queries and tables). Repeat for each table you want to add. 


4. Click Close when you finish adding tables. The Query Design view window 
opens. 


The tables chosen for the query appear in the top pane of the Query Design view. Field 
names do not appear in the Query Design grid until you add them. Adding fields to the 
query is covered in the next section. 


Adding Fields to a Query 


Whether you create your query from scratch or modify an existing query, the Query 
Design view provides the capability to add the table fields that will be contained in the 
query. Be sure that the tables that contain the fields for the query are present in the design 
window. 


To add a field to the query, follow these steps: 


1. In the first field column of the query grid, click in the Field box. A drop-down 
arrow list appears. 

2. Click the drop-down list and select a field (see Figure 16.3). Because all the fields 
available in the tables you selected for the query are listed, you might have to 
scroll down through the list to find the field you want to use. 


Figure 16.3. Scroll through the Field list to locate the field you want to place in the 
query. 
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3. Click in the next field column and repeat the procedure. Add the other fields that 
you want to include in the query as needed. 


As you add the fields to the query from left to right, be advised that this will be the order 
in which the fields appear in the query when you run it. If you need to change the field 
that you've placed in a particular field column, use the Field drop-down list in the column 
to select a different field. 


Deleting a Field 


If you place a field that you don't want into a field column, you can replace it using the 
drop-down list in the Field box (of that column) to select a different field. If you don't 
want a field in that field column at all, you can delete the field from the query. Deleting 
the field deletes the entire field column from the query. You can use two methods for 
deleting a field column from the query: 


e Click anywhere in the column and select Edit, Delete Columns. 

e Position the mouse pointer directly above the column so that the pointer turns into 
a downward-pointing black arrow. Then click to select the entire column. To 
delete the selected field column, press Delete. 


After you have selected the fields that you will use in the table, you are ready to set the 
criteria for the query. 


Adding Criteria 


The criteria that you set for your query determine how the field information found in the 
selected fields appears in the completed query. You set criteria in the query to filter the 
field data. The criteria that you set in a query are similar to the criteria that you worked 
with when you used the filtering features in Lesson 14, "Sorting, Filtering, and Indexing 
Data." 


For example, suppose you have a query where you have selected fields from an 
Employee table and a Department table (which are related tables in your company 
database). The query lists the employees and their departments. You would also like to 
list only employees that were hired before March 2003. This means that you would set a 
criteria for your Start Date field of <03/01/2003. Using the less-than sign (<) simply tells 
Access that you want the query to filter out employee records where the start date is 
before (less than) March 1, 2003. 


To set criteria for a field in your query, follow these steps: 


1. In Query Design view, click the Criteria row in the desired field's column. 
2. Type the criteria you want to use (see Figure 16.4). 


Figure 16.4. Enter your criteria into the Criteria row of the appropriate field's column. 


3. Queries can contain multiple criteria. Repeat steps 1 and 2 as needed to add 
additional criteria to field columns in the query. 


Query criteria can act both on alphanumeric field data (text) and numeric data (dates are 
seen by Access as numerical information). For example, suppose you have a Customer 
table that lists customers in two states: Ohio (OH) and Pennsylvania (PA). The criterion 
used to filter the customer data in a query so that only customers in PA is shown in the 
query results would be PA. It's that simple. 


When you work with criteria, symbols are used (such as the less-than sign that appears in 
the criteria in Figure 16.4) to specify how the query should evaluate the data string that 
you place in the Criteria box. Table 16.1 provides a list of some of these symbols and 
what you use them for. 


Table 16.1. Sample Criteria for Queries 


Symbol Used For 


< (less than) Matching values must be less than (or before in the case of dates) the 
specified numerical string. 


> (greater than) | Matching values must be greater than (or after in the case of dates) the 
specified numerical string. 


<= (less than or | Matching values must be equal to or less than the value used in the 
equal to) criteria. 


>= (greater than | Matching values must be equal to or greater than the value used in the 
or equal to) criteria. 


= (equal to) Matching values must be equal to the criteria string. This symbol can 
be used both with text and numeric entries. 


Not Values matching the criteria string will not be included in the results. 
For example, Not PA filters out all the records in which PA is in the 
state field. 


Using the Total Row in a Query 


You can also do calculations in a query, such as totaling numeric information in a 
particular field or taking the average of numeric information found in a particular field in 
the query. To add calculations to a query, you must add the Total row to the Query Design 
grid. 


After the Total row is available in the query grid, different calculations can be chosen 
from a drop-down list in any of the fields that you have chosen for the query. For 
example, you can sum (total) the numeric information in a field, calculate the average, 
and even do more intense statistical analysis with formulas such as minimum, maximum, 
and standard deviation. 


To add a calculation to a field in the query grid, follow these steps: 


1. In Query Design view, click the Totals button on the Query Design toolbar. The 
Total row is added to the Query Design grid (just below the Table row). 

2. Click in the Total row for a field in the Query Design grid that contains numerical 
information. A drop-down arrow appears. 

3. Click the drop-down arrow (see Figure 16.5) to select the formula you want to 
place in the field's Total box. The following are some of the more commonly used 
formula expressions: 

o Sum— Totals the values found in the field. 

Avg— Calculates the average for the values found in the field. 

Min— Displays the lowest value (the minimum) found in the field. 

Max— Displays the highest value (the maximum) found in the field. 

Count— Calculates the number of entries in the field; it actually "counts" 

the entries. 

o StDev— Calculates the standard deviation for the values in the field. The 
standard deviation calculates how widely values in the field differ from the 
field's average value. 


Oo O 0 0 


Figure 16.5. Calculations added to the Total row are chosen from a drop-down list. 
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4. Repeat steps 2 and 3 to place formulas into other field columns. 


When you use the Total row, you can summarize the information in a particular field 
mathematically when you run the query. For example, you might want to total the number 
of orders for a particular product, so you would use the sum formula provided by the 
Total drop-down list. 


Viewing Query Results 
After you have selected the fields for the query and have set your field criteria, you are 


ready to run the query. As with tables created in the Design view and forms created in the 
Design view, you should save the query after you have finished designing it. 


[ldljust click the Save button on the Query Design toolbar. Supply a name for the query 
and then click Yes. 


Bow, you are ready to run the query. Click the Run button on the Query Design 
toolbar, or choose Query, Run. The query results appear in a datasheet that looks like an 
Access table (see Figure 16.6). 


Figure 16.6. The results of the query appear as a table datasheet. 


sop tee | eat tars Geestmenname | Amoun Speni | Date Burnsi. 
Davy Living Room Design = 0 00 
Leverling Parches and Decks $300.00 
Jones Kitchen Design $2,600.00 
Buchanan Architects $1 800.00 


Cotton New Construction $920.00 
Backlash Porches and Decks $1,560.00 
Smith Porches and Decks $2,200.00 
Buchanan Bathroom Design $5,500.00 
Palooka Architects $1,400.00 


[ZA fter you have reviewed the results of your query, you can quickly return to the 
Query Design view to edit the query fields or criteria. Just click the Design View button 
on the toolbar. 


Chapter 17. Creating a Simple Report 


In this lesson, you learn how to create reports in Access by using the AutoReport feature 
and the Report Wizard. 


Understanding Reports 


So far, the discussion of Access objects has centered on objects that are used either to 
input data or manipulate data that has already been entered into a table. Tables and forms 
provide different ways of entering records into the database, and queries enable you to 
sort and filter the data in the database. 


Now you are going to turn your attention to a database object that is designed to 
summarize data and provide a printout of your database information—an Access report. 
Reports are designed specifically to be printed and shared with other people. 


You can create a report in several ways, ranging from easy to difficult. An AutoReport, 
the simplest possibility, takes all the records in a table and provides a summary that is 
ready to print. The Report Wizard, an intermediate possibility, is still simple to use but 
requires more decisions on your part to select the fields and the structure of the report. 
Finally, the most difficult method of creating a report is building a report from scratch in 
the Report Design view. You learn about the Report Design view in the next lesson. 


Using AutoReport to Create a Report 


The fastest way to take data in a table and get it into a format that is appropriate for 
printing is AutoReport. The AutoReport feature can create a report in a tabular or 
columnar format. A tabular report resembles a datasheet in that it arranges the data from 
left to right on the page. A columnar report resembles a form in that it displays each 
record in the table from top to bottom. The downside of AutoReport is that it can create a 
report from only one table or query. 


To use the AutoReport feature to create a simple report, follow these steps: 


1. Open the database containing the table or query that you will use to create the 
report. 

2. Click the Reports icon in the left pane of the database window. 

3. Click the New button on the database window's toolbar. The New Report dialog 
box appears (see Figure 17.1). 


Figure 17.1. Choose one of the AutoReport formats in the New Report dialog box. 
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4. Select one of the two available AutoReport options: AutoReport:Columnar or 
AutoReport:Tabular. 

5. In the drop-down list at the bottom of the dialog box, select the table or query on 
which you want to base the report. 

6. Click OK. The report appears in Print Preview. The Print Preview mode allows 
you to examine your report before printing. You learn more about Print Preview 
later in this lesson. 


Create an AutoReport from an Open Table Alou can also create an AutoReport directly 
from an open table. With the table open in the Access window, click the New Object 
drop-down list on the Table Datasheet toolbar and select AutoReport. This creates a 
simple columnar report. 


AutoReport produces fairly simple-looking reports. To have more control over the report 
format and layout, you can create a report using the Report Wizard. 


Creating a Report with the Report Wizard 


The Report Wizard offers a good compromise between ease-of-use and control over the 
report that is created. With the Report Wizard, you can build a report that uses multiple 
tables or queries. You can also choose a layout and format for the report. Follow these 
steps to create a report with Report Wizard: 


1. Open the database containing the table or query on which you want to report. 
2. Click the Reports icon in the database window. 


3. In the Reports pane of the database window, double-click Create Report by Using 
Wizard to start the Report Wizard (see Figure 17.2). The first wizard screen 
enables you to choose the fields to include in the report. 


Figure 17.2. The first Report Wizard screen enables you to select the fields for the 
report. 
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4. From the Tables/Queries drop-down list, select a table or query from which you 
want to include fields. 

5. Click a field in the Available Fields list, and then click the Add > button to move 
it to the Selected Fields list. Repeat this step to select all the fields you want, or 
click Add All >> to move all the fields over at once. 

6. For a report using fields from multiple tables, select another table or query from 
the Tables/Queries list and repeat step 5. To build the report from more than one 
table, you must create a relationship between the tables. When you finish 
selecting fields, click Next to continue. 

7. On the next wizard screen, Access gives you the option of viewing the data by a 
particular category of information. The wizard provides this option only when you 
build a report from multiple tables. For example, if you have a report that includes 
fields from a Customer table, a Products table, and an Orders table, the 
information in the report can be organized either by customer, product, or order 
information (see Figure 17.3). For example, if you organize the report by 
customer, each section of the report will be by customer. If you want the report to 
be viewed from the perspective of your product line, you will organize it by 


product. Select the viewpoint for the data from the list on the left of the wizard 
screen; then select Next to continue. 


Figure 17.3. Data in the report can be arranged from a particular viewpoint based on 
the tables used to create the report. 
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8. On the next wizard screen, you can further group records in the report by a 
particular field. To group by a field, click the field and then click the > button. 
You can select several grouping levels in the order you want them. Then click 
Next to move on. 

9. The wizard asks whether you would like to sort the records in the report (see 
Figure 17.4). If you want to sort the records by a particular field or fields (you can 
sort by more than one field, such as by last name and then first name), open the 
top drop-down list and select a field by which to sort. From the drop-down lists, 
select up to four fields to sort by, and then click Next. 


Figure 17.4. Set the sort order for your records. 
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10. On the next wizard screen, choose a layout option from the Layout section. When 
you click an option button for a particular layout, the sample in the box changes to 
show your selection. 

11. In the next wizard dialog box, choose a report style. Several are listed; click one 
to see a sample of it, and then click Next when you're satisfied with your choice. 

12. On the last wizard screen, you're asked for a report title. Enter one into the Report 
text box, and click Finish to see your report in Print Preview. 


Viewing and Printing Reports in Print Preview 


When you create a report with either AutoReport or the Report Wizard, the report appears 
in Print Preview (as shown in Figure 17.5). From there, you can print the report if you're 
happy with it or go to Report Design view to make changes. (You'll learn more about the 
Report Design view in Lesson 18, "Customizing a Report.") 


Figure 17.5. Either AutoReports or reports created with the wizard automatically open 
in Print Preview. 


Barney 


a 


Order Date Product Name i Unit Price 
1/9/2003 Swiss $4.99 


Last Name Curly-Moe 
First Name 


Order Date Product Name Unit Price 
2/$/2003 Gouda $4.99 


4/23/2003 Brie $6.69 


Last Name Jones 


Fist Mane 


Order Dae Product Name Unit Price 
Oram « 


In the Print Preview mode, you can zoom in and out on the report using the Zoom tool 
(click once to zoom in and click again to zoom out). Using the appropriate button on the 
Print Preview toolbar, you can also display the report as one page, two pages, or multiple 


pages. 


EN you want to print the report and specify any print options (such as the number of 
copies), choose File, Print. If you want a quick hard copy, click the toolbar's Print button. 


If you click the Close (X) button on the Print Preview toolbar, you are taken directly to 
the Report Design view. You learn about the Report Design view in the next lesson. 


Chapter 18. Customizing a Report 


In this lesson, you learn how to use Report Design view to make your reports more 
attractive. 


Working in the Report Design View 


You've already seen that you can create reports using AutoReport and the Report Wizard. 
After you've created a report using either of these methods, you can edit or enhance the 
report in the Report Design view. You can also create reports from scratch in the Report 
Design view. 


The Report Design view is similar to the Form Design view that you worked with in 
Lesson 11, "Modifying a Form," and Lesson 12, "Adding Special Controls to Forms." 
Like forms, reports are made up of controls that are bound to fields in a table or tables in 
the database. 


To edit an existing report in the Design view, follow these steps: 
1. Click the Reports icon in the database window. 
2. In the list of reports provided, select the report you want to modify. 
3. Click the Design button on the database toolbar. The report appears in Design 


view, as shown in Figure 18.1. 


Figure 18.1. The report is divided into several areas in the Design view. 
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As you can see in Figure 18.1, the report's underlying structure contains several areas. 
The Detail area contains the actual controls that relate to the table fields included in the 
report. Above the Detail area is the Page Header, which contains the labels that are 
associated with the controls in the Detail area. At the very top of the report is the Report 
Header. It contains a text box that displays the name of the report. 


At the bottom of the report are two footers. The Page Footer contains formulas that 
display the current date and print the page number of the report. At the very bottom of the 
report is the Report Footer. The Report Footer is blank in Figure 18.1. It can be used, 
however, to insert a summary formula or other calculation that works with the data that 
appears in the Detail area (you will add a calculation to a report later in the lesson). 


As already mentioned, the Report Design view is similar to Form Design view. The 
Report Design view also supplies the Toolbox, which is used to add text boxes and 
special controls to the report. The Field list allows you to add field controls to the report. 


Working with Controls on Your Report 
Working with report controls in Report Design view is the same as working with controls 
in Form Design view. You might want to turn back to Lesson 11 to review how you 


manipulate controls and their labels. The following is a brief review: 


e Selecting Controls— Click the control to select it. Selection handles appear 
around the control. 


e Moving Objects— To move a control, first select it. Next, position the mouse 
pointer over a border so that the pointer turns into an open hand. Then, click and 
drag the control to a new location. 

e Resizing Objects— First, select the object. Then, position the mouse pointer over 
a selection handle and drag it to resize the object. 


e Formatting Text Objects— wjz |u| se the Font and Font Size drop down lists 
on the toolbar to choose fonts; then use the Bold, Italic, and Underline toolbar 
buttons to set special attributes. 


You can add any controls to the report that the Toolbox provides. For example, you might 
want to add a graphic to the report, such as a company logo. The next section discusses 
adding an image to a report. 


Adding an Image to a Report 


You can add graphics, clip art, or even images from a digital camera to your Access 
reports. For example, if you want to add a company logo to a report, all you need is 
access to the logo image file on your computer (or a company's network). If you want to 
include an image, such as a company logo, on the very first page of the report, you will 
want to add it to the Report Header. Any information or graphics placed in the Report 
Header will appear at the very top of the report. Images that you want to use to illustrate 
information in the report should go in the Details area. 


To add an image to a report, follow these steps: 


1. Expand the area of the report (such as the Report Header) in which you want to 
place the image. For example, to expand the Report Header, drag the Page 
Header's title bar downward using the mouse (the mouse becomes a sizing tool 
when you place it on an area's border). 


2. allctick the Image button on the Toolbox. The mouse pointer becomes an image 
drawing tool. 

3. Drag to create a box or rectangle that will contain the image in the appropriate 
area of the report. When you release the mouse, the Insert Picture dialog box 
appears (see Figure 18.2). 


Figure 18.2. Use the Insert Picture dialog box to locate and insert your picture into the 
report. 
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4. Use the Look In drop-down list to locate the drive that contains the image file, 
and then open the appropriate folder by double-clicking. 

5. When you locate your image, click the filename to select it, and then click OK. 
The image is inserted into the report. 


You might find that the image file is larger than the image control that you have created. 
To make the image fit into the control, right-click the Image control and select Properties 
from the shortcut menu that appears. In the Properties dialog box, select the Format tab. 
Then, click in the Size Mode box and select Zoom from the drop-down list. This 
automatically sizes the graphic to fit into the control (which means that it typically 
shrinks the image to fit into the control). You can then close the Properties box. Figure 
18.3 shows a picture that has been added to the header of a report. Note that in Print 
Preview the graphic appears at the top of the report. 


Figure 18.3. Images can be placed on reports. 
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Arranging and Removing Controls 


As already mentioned, you can move or resize the controls on the report. This also goes 
for any new controls that you add from the Toolbox or by using the Field list. You can 
also remove unwanted controls from the report. 


To delete a control, select it by clicking it, and then press Delete. Deleting a control from 
the report doesn't delete the field from the associated table. 


Adding Text Labels 


You can also add descriptive labels to your report. For example, you might want to add a 
text box containing descriptive text to the Report Header. 


[Aalctick the Label button on the Toolbox. The mouse pointer becomes a label drawing 
tool. Drag with the mouse to create a text box in any of the areas on the report. When you 
release the mouse, you can begin typing the text that will be contained in the text label. 


Placing a Calculation in the Report 


Controls (also called text boxes in a report) most commonly display data from fields, as 
you've seen in the reports that you have created. However, text boxes can also hold 
calculations based on values in different fields. 


Creating a text box holding a calculation is a bit complicated: First, you must create an 
unbound control/text box (that is, one that's not associated with any particular field), and 
then you must type the calculation into the text box. Follow these steps: 


1. lablictick the Text Box tool in the Toolbox, and then click and drag on the report 
to create a text box. 

2. Change the label to reflect what's going in the text box. For example, if it's sales 
tax or the total of your orders multiplied by the price of your various products, 
change the label accordingly. Position the label where you want it. 

3. Click in the text box and type the formula that you want calculated. (See the 
following list for guidance.) 

4. Click anywhere outside the text box when you finish. 


Figure 18.4 shows a control that provides the total value of the orders for each item. This 
control multiplies the Quantity control (which is tied to a field that supplies the number 
of orders for each item) by the UnitPrice control (which provides the price of each item). 


Figure 18.4. You can add controls to the report that do calculations. 
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The formulas you enter into your calculated text box use standard mathematical symbols: 


+ Add 

- | Subtract 
* | Multiply 
/ | Divide 


All formulas begin with an equal sign (=), and all field names are in parentheses. The 
following are some examples: 


e To calculate a total price where a control called Quantity contains the number of 
items and a control called Price holds the price of each item, you would multiply 
these data in these two controls. The formula would look like this: 
=[Quantity]*[UnitPrice]. 

e To calculate a 25% discount off the value in the field, such as a field called Cost, 
you would type the formula =[Cost]*.075. 

e To add the total of the values in three fields, enter [Field] ]+[Field2]+[Field3] 
(where Field# is the name of the field). 


Chapter 19. Taking Advantage of Database 
Relationships 


In this lesson, you learn how to view related table data and use related tables in forms and 
reports. 


Reviewing Table Relationships 


When we first discussed creating a database in the Access section of this book, we made 
a case for creating tables that held discrete subsets of the data that would make up the 
database. We then discussed the importance of creating relationships between these tables 
in Lesson 9, "Creating Relationships Between Tables." In this lesson, you take a look at 
how you can take advantage of related tables when creating other Access objects, such as 
forms, queries, and reports. 


As previously discussed in Lessons | and 9, tables are related by a field that is common 
to each table. The common field serves as the primary key in one of the tables and as the 
foreign key in the other table. (The foreign key is the same field, but it is held in a table 
where it does not serve as the primary key.) 


For example, in Figure 19.1, an Employees table is linked to two other tables: Expenses 
and Departments. The Employees table and the Expenses table are related because of the 
EmployeeID field. The Employees table and the Departments table are related by the 
DepartmentID field. 


Figure 19.1. Related tables share a common field. 
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The more complex your database, the more tables and table relationships the database 
contains. For example, Figure 19.2 shows a complex company database that contains 
several related tables. 


Figure 19.2. Complex databases contain many related tables. 
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More important to the discussion in this lesson is how you take advantage of related 
tables to create complex forms and reports. First, take a look at how related table data can 
be viewed in the Table Datasheet view. 


Viewing Related Records in the Datasheet View 


When working with a table in the Datasheet view, you can view data held in a related 
table. The information that can be viewed is contained in any table that is subordinate to 
the table you currently have open in the Datasheet view. Tables subordinate to a particular 
table hold the foreign key (which is the primary key in the top-level table in the 
relationship). 


For example, suppose you are viewing the Departments table that was included in the 
table relationships shown in Figure 19.1. A plus sign appears to the left of each record in 
the table (see Figure 19.3). To view related data for each record, click the plus sign 
(which then changes to a minus sign). A table appears that contains the related data for 
that record. In this example, the Employees table provides the related data (which, if you 
look back at Figure 19.1, was related subordinately to the Departments table). 


Figure 19.3. Display related records in the linked table by clicking a plus sign next to a 
record. Contract them again by clicking the minus sign. 
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When related records are displayed, the plus sign turns into a minus sign. Click that 
minus sign to hide the related records again. 


As you can see in Figure 19.3, even the related records can have linked information. For 
example, clicking any of the plus signs next to the records containing employee 
information shows data pulled from the Expenses table (which, again referring to Figure 
19.1, is related to the Employees table). 


Creating Multi-Table Queries 


The real power of relational databases is to use the related tables to create other Access 
objects, such as queries. Multi-table queries enable you to pull information from several 
related tables. You can then use this query to create a report or a form. 


The easiest way to create a multi-table query is in the Query Design view. Follow these 
steps: 


1. From the database window (with the Queries icon selected), double-click Create 
Query in Design View. The Show Table dialog box appears. 

2. In the Show Table dialog box (see Figure 19.4), select the related tables that you 
want to include in the query. For example, using the tables shown in Figure 19.4, 
you could create a query using the Employees, Departments, and Expenses tables 
that would show you each employee, the department, and any expenses that the 
employee has incurred. 


Figure 19.4. Select the tables that will be used to create the multi-table query. 
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3. After you have selected the tables for the query, click Close to close the Show 
Table dialog box. The tables and their relationships appear at the top of the Query 
Design window. 

4. Add the fields to the Query grid that make up the query. The fields can come from 
any of the tables that you have included in the query. Figure 19.5 shows a multi- 
table query that includes fields from the Employees, Departments, and Expenses 
tables. 


Figure 19.5. Multi-table queries enable you to pull data from fields on more than one 
table. 
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5. Hlwnen you have finished designing the multi-table query, you can run it. Click 
the Run button on the toolbar. 


The query results appear in the Datasheet view. Combining data from related tables into 
one query allows you to create other objects from that query, reports. 


Creating Multi-Table Forms 


Forms can be created from more than one table using the Form Wizard or the Form 
Design view. Creating a form from fields that reside in more than one table allows you to 
enter data into more than one table using just the single form. 


A very simple way to create a multi-table form is to add a subform to an existing form. 
For example, you might have a form that is based on a Customers table. If you would 
also like to be able to view and enter order information when you work with the 
Customers form, you can add an Orders subform to it. It is important that the tables used 
to create the two forms (the main form and the subform) are related tables. 


Subform A form control that actually consists of an entire form based 


TERM on another table or tables. 


The easiest way to create a subform is to actually drag an existing form onto another form 
in the Design view. The following steps describe how you do it: 


1. Use the AutoForm feature, the Form Wizard, or the Form Design view to create 
two forms: the form that serves as the main form and the form that serves as the 
subform. These forms should be based on tables that are related (see Lessons 10 
and 11 for more about creating forms). 

2. Inthe Form Design view, open the form that will serve as the main form. 

3. Size the Form Design window so that you can also see the database window in the 
Access workspace (see Figure 19.6). 


Figure 19.6. The subform is dragged from the database window onto the Design view 
of the main form. 
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4. In the database window, be sure that the Forms list is showing. Then, drag the 
form that will serve as the subform onto the main form that is open in the Design 
view. When the mouse pointer enters the Design view, it becomes a control 
pointer. Release the mouse button when you are in the general area where you 
want to place the subform. The subform control appears on the main form. 

5. Maximize the Form Design window. Reposition or size the subform in the Design 
view until you are happy with its location (see Figure 19.7). 


Figure 19.7. The subform becomes another control on the main form. 
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6. Save the changes that you have made to the main form (specifically, the addition 


of the subform). 
7. To change to the Form view to view or add data to the composite form, click the 


View button on the Form Design toolbar. 


Figure 19.8 shows the main form and the subform in the Form view. The form can be 
used to view or enter data into two tables at once. 


Figure 19.8. The composite form can be used to view and enter data into more than 
one table. 


Creating Multi-Table Reports 


You can also create reports that include information from more than one table or query. 
The process is the same as the procedure that you used in Lesson 17, "Creating a Simple 
Report," when you used the Report Wizard to create a report. All you have to do is select 
fields from related tables during the report creation process. This allows the report to pull 
information from the related tables. 


An alternative to creating reports that contain fields from more than one table is to create 
a report that contains a subreport. The procedure is similar to the procedure discussed in 
the previous section, when you created a main form that held a subform. 


Subreport A report control that consists of an entire report based on 


TERM another table or tables. 


To create a report that contains a subreport, follow these steps: 


1. Use the AutoReport feature, the Report Wizard, or the Report Design view to 
create two reports: the report that serves as the main report and the report that 
serves as the subreport. These reports should be based on tables that are related 
(see Lessons 17 and 18 for more about Access reports). 

2. In the Report Design view, open the report that will serve as the main report. Size 
the area in which you will place the subreport. For example, you might want to 
place the subreport in the Report Header area so that it can be viewed on any page 
of the printed report. 

3. Size the Report Design window so that you can also see the database window in 
the Access workspace (working with reports and subreports is similar to working 
with forms and subforms; see Figure 19.6 when arranging the report and database 
windows). 

4. In the database window, be sure that the Reports list is showing. Then, drag the 
report that will serve as the subreport onto the main report in the Design view 
window. Don't release the mouse until you have positioned the mouse pointer in 
the area (such as the Report Header) where you want to place the subreport. 

5. Size or move the subreport control as needed and then save any changes that you 
have made to the main report. 


When you view the composite report in the Print Preview mode, the subreport appears as 
part of the main report. Figure 19.9 shows the composite report in the Print Preview 
mode. Placing subreports on a main report enables you to include summary data that can 
be referenced while data on the main report is viewed either on the screen or on the 
printed page. 


Figure 19.9. Composite reports enable you to report the data in different ways on the 
same report. 


Chapter 20. Printing Access Objects 


In this lesson, you learn how to print Access tables, forms, queries, and reports. 
Access Objects and the Printed Page 


You have probably gotten a feel for the fact that tables, forms, and queries are used 
mainly to view and manipulate database information on your computer's screen, whereas 
the report is designed to be printed. This doesn't mean that you can't print a table or a 
form; it's just that the report provides the greatest amount of control in placing 
information on the printed page. 


First, this lesson discusses printing Access objects with the report. Then, you look at 
printing some of the other Access objects, such as a table or form. 


Printing Reports 


As you learned earlier in this section of the book, the Access report is the ideal format for 
presenting database information on the printed page. Using reports, you can add page 
numbering controls and other header or footer information that repeat on each page of the 
report. 


Whether you create a report using AutoReport or the Report Wizard, the completed report 
appears in the Print Preview mode, as shown in Figure 20.1. 


Figure 20.1. Reports created using AutoReport or the Report Wizard open in the Print 
Preview mode. 


vou can immediately send the report to the default printer by clicking the Print button 
on the Print Preview toolbar. If you find that you would like to change the margins on the 
report or change how the report is oriented on the page, click the Setup button on the 
Print Preview toolbar. The Page Setup dialog box appears (see Figure 20.2). 


Figure 20.2. The Page Setup dialog box page orientation of the printed report. 
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Three tabs are on the Page Setup dialog box: 


e Margins— This tab enables you to set the top, bottom, left, and right margins. To 
change one of the default settings (1 inch), type the new setting in the appropriate 
margin box. 

e Page— This tab enables you to change the orientation of the report on the printed 
page. Portrait, which is the default setting, orients the report text from top to 
bottom on a regular 8 1/2-inch by 11-inch page. Landscape turns the page 180 
degrees, making it an 11-inch by 8 1/2-inch page. Landscape orientation works 
well for reports that contain a large number of fields placed from left to right on 
the report. This tab also enables you to select the type of paper that you are going 
to use for the printout (such as letter, legal, and so on). 

e Columns— This tab enables you to change the number of columns in the report 
and the distance between the columns. Because the columns for the report are 
determined when you create the report using AutoReport or the Report Wizard, 
you probably won't want to tamper with the column settings. It's easier to change 
the distance between field controls in the Report Design view. 


After you have finished making your choices in the Page Setup dialog box, click OK to 
close the dialog box. You can now print the report. 


Printing Other Database Objects 


The fastest way to print a database object, such as a table, form, or query, is to select the 
object in the database window. Just select the appropriate object icon in the database 
window and select an object in the object list, such as a table. 


EINS the object is selected, click the Print button on the database toolbar. Your 
database object is sent to the printer. 


If you would like to preview the printout of a table, form, or query, either select the 
particular object in the database window or open the particular object and then click the 
Print Preview button. The object is then displayed in the Print Preview mode, such as the 
table shown in Figure 20.3. 


Figure 20.3. Any database object, such as a table, can be viewed in Print Preview. 
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When you print tables, forms, or queries, the name of the object and the current date are 
placed at the top of the printout. Page numbering is automatically placed at the bottom of 
the printout. You can control the margins and the page layout (portrait or landscape) for 
the table printout (or other object) using the Page Setup dialog box (discussed earlier in 
this lesson). 


Using the Print Dialog Box 


So far, this discussion of printing in Access has assumed that you want to print to your 
default printer. You can also print a report or other database object to a different printer 
and control the range of pages that are printed or the actual records that are printed. These 
settings are controlled in the Print dialog box. 


From the Print Preview mode or with a particular object open in the Access window, 
select File, Print. The Print dialog box appears (see Figure 20.4). 


Figure 20.4. The Print dialog box enables you to select a different printer or specify a 
print range. 
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To select a different printer (one other than the default), click the Name drop-down list 
and select a printer by name. If you want to select a range of pages to print (such as a 
range of pages in a report), click the Pages option button and then type the page range 
into the page boxes. 


In the case of tables and queries, you can also print selected records. Before you open the 
Print dialog box, select the records in the table or query. Then, when you open the Print 
dialog box, click the Selected Record(s) option button. 


When you have finished changing the default printer or specifying a page range or the 
printing of select records, you are ready to print the object. Click the OK button. This 
closes the Print dialog box and sends the object to the printer. 


